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Do not assume content reflects current 
scientific knowledge, policies, or practices. 
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TECHNICAL SERVICES 


Technical Services is made up of two Divisions 
Pie DivadStOn OnPACd UI smtaons and the Division of 


Catalog and Records. 


DIVISION OF ACQUISITIONS 


The Division of Acquisitions develops policies 
and plans for carrying out an acquisition program 
designed to acquire .publications essential to meet 
the requirements of a national agricultural library 
as a storehouse of world literature in the field and 
as a national reference service to meet needs of 
agriculture. It is the administrative unit in charge 
of selecting and acquiring books, periodicals, and 
other material by purchase, exchange, and gift and 
of keeping the necessary records. 

Three sections perform the functions of the 
Diveston of Acquisitions. The Publications Selection 
Section selects publications in the fields of agri- 
culture and related sciences from bibliographical 
and other sources; searches selected citations to 
determine needs; and initiates requests for procure- 
ment by purchase, gift or exchange. The ander Section 
Poses OLLtOtal orders for Ehe acquisltion of 
publications, receipts publications ordered, and 
EoLtows Up on! alllorders not filled within specified 
time limits. The Exchange Section arranges for the 
exchange of Department publications for those of 
foreign associations, institutions, governments, etc., 


and furnishes exchange information to Land-Grant Colleges. 
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Selecting and Searching Bibliographic Citations 


Bibliographies, publishers announcements and 
catalogs, received in the Publications Selection 
Section are sorted according to geographical area 
and assigned to the appropriate selection officer for 
selection of citations of interest on the basis of his 
or her language capabilities. 

Citations are reviewed for subject scope. 
Prospects are checked with one of four symbols, 
depending upon whether it is a serial or a separate 
and willobe obtained, CL) by purchase, (2) by gift, 
or (3) by exchange. 

Most citations are photocopied using an 
LF-317 order form as a mask. The resulting photoprint 
is used in the search of the Public Catalog and 
Alphabetical Order File, to determine whether or not 
the publication is in the Library's collection or 
iSO order, and to obtain possible cataloging. infor- 
mation. Photoprints are given to Selection Officers, 
who pull out all exchange prospects, plus others 
‘needing immediate attention. The remainder are sorted 
by Library Assistant. Photoprints of serial prospects 
are separated from photoprints for separates prospects 
and both groups are further sorted on a geographical 
basis. and failed into. temporary current citation files 


until they can be searched. 


Search for a Separate 


the card, catalog 1s searched first. LE 
prospect is already in the collection, a statistical 


Colmes made and the photoprint 1s discarded. If it 
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iHoenotewin “she collection but another publication by 
the same author is in the collection, the author's 
Mame 1S written and underlined on the photoprint, as 
it appears in the catalog. If there is no difference 
between the cataloged entry and the author's name 
as it appears on the photoprint, the name on the 
photoprint is underlined. 

lie tdi brerenk edrpron Loin tne collection. 
the call number of that edition is written on the 
Phetopmintie Lit che same work with’ a variant title by 
the same author is in the collection, a reference to 
the call number is made on the photoprint. The 
alphabetical order file is then checked. (See on 


continuing page. ) 


Search for a Serial 


Serial Records are checked first. If the 
serial title is in the collection but issues are classed 
as separates, it is searched as a separate as described 
above. 

tmanive serial is in the eollection. whevealr 
Humber 1s written on the photoprint in block 6. If 
the entry in Serial Records differs from the way it 

nd Hh a é 
is given in the photoprinted citation,Athe correct 
entry is written in block 1 and underlined, tf&the 
ssues—ere—teeking. The Serial Records are 
simultaneously searched to determine specific holdings 
of title being searched. If the issue(s) are in the 
collection and no further action is required to insure 
continuous receipt, the photoprinted prospect is 


—_ 


counted and discarded. The card catalog is searched 
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only when more information is required for difficult 
corporate entries not provided in the serial record 


ELles: 


Alphabetical, Order File -- Searching for Serials 
and Separates 

MHetphokeprint ts discarded) 2& prospect as 
already on order, unless an additional copy is being 
meqgduessed. lit the -prospect 1s not on order, the 
searcher completes orderings information, such as 
dealer, price, and appropriation, and submits order 
for approval. (The Alphabetical Order File may 
disclose information resulting in a decision not 
£0 order or to defer ordering the publication. MInas- 
MUcChPaSsPuhls anformation is of ‘miscellaneous ‘character, 
varies considerably, and is infrequently relevant, 
no attempt has been made to detail this on the flow 
chart.) Approved purchases or gifts are sent to the 
Order Section, and exchange prospects are sent to the 
Exchange Section. Prospects which are not approved 
are discarded. Approved prospects for which funds 


are not available are referred to the desiderata fike. 


Selecting Unrequested Publications 


Unrequested publications are received in 
ehe Publicatxons Selection Section from various 
sources, including USDA agencies, other Federal and 
State agencies. Unrequested publications include 
all received from domestic sources (gift) and foreign 
sources (exchange) for which no formal order was 


imttrated. Serials new to the collection, with Process 
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6 
Form LF-312, come from the Records Section which has 
searched Current Serial Record and the Alphabetical 
Serial File to determine whether or not the serial aS 
in the Library's collection. When a serial is received 
iithe Publications Selection Section which has not 
been searched by the Records Section it must be sent 
Bierce tor Ehat purpose. Lf the search by the Records 
Secreto disevoses that the serial is not in the 
colfiectongelEels returmed to PSS for selection with 
Enews pocess: Form LF=-312. If a serial is selected 
by PSS, the attached Process Form is checked to 
indicate selection and other pertinent items, and 
the claiming address (which is the name and address 
of the issuing agency or other special source) is 
Pl Onmmene form. The serial pece with? the Process 
Form is forwarded to the Catalog Section. 


Separates are reviewed for selection by PSS 


{\) 
@p) 
4 


before any prior search h neen made to determine 
whether or not they are in the collection. When a 
separate is selected an LF-312 is inserted in the 
publication, dated, initialed, and forwarded to 
Catalog Section. 

A serial or separate not selected is sent 
ter ehe National Library of Medicine, if a medical 
publication; returned to GPO if the piece had been 
issued by GPO; if of substantive value and out of 
scope, separates are sent to the Library of Congress, 


duplicate separates and serials to U.S. Book Exchange; 


or destroyed if it does not meet the above criteria. 
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Publication Selection 
(Statistics Pertaining to Selecting, 
based on 1961-1962 figures) 
A. ._ From Citations 
Ll. Bibliographies handled by title Lo? Eales 


(they mav be weekly, monthly, 
GuarcterlLy. Vere.) 


2. Citations selected from Bibli- 24,500 
ographies 

Sn Cileations searched 14,700 

4. Photo-citations discarded after Vins Si 9)0) 
search 


Serials SOO 
Separates 4,400 


DOME hos rererred to Chief of 7,200 
Division for approval 


6. Approved and order placed for oye oh) ©. 
) Main Library 
Purchase 4,400 


Gift 250 
Exchange gS 7(5)0) 
7. Orders pending 850 
B. Selection of unrequested publi- 7,300 
cations 
Serials NaF ESO) 


Separates S559) 


Exchange Section 


All requests from foreign governments, colleges, 
universities, societies, and other organizations for 
Department publications are subject to the exchange 
requirement and must be cleared by the Exchange 
Section of the Library. In conformance with established 
policy, the Exchange Section is responsible for 
determining appropriate action to be taken on incoming 
exchange requests and for determining what types of 


Material may or may not be sent on exchange. This 
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8 
Section is responsible for the maintenance and control 
of a consolidated index of names on the foreign mailing 
list. New exchanges with foreign sources are arranged 
on the basis of orders submitted by the Publications 
Selection Section, titles offered through correspondence 
and special lists submitted by correspondents. In | 
order to obtain material to fill requests for exchanges, 
Ene resources of all agencies are open to the Exchange 


Section. 


Order Section 


This Section is responsible for the technical 
processing of all formal orders initiated by the Pub- 
lications Selection Section. Processing includes the 
assignment of an order number in the purchase, gift, 
or exchange series, as appropriate; the preparation, by 
photocopying or typing, of multiple copies of each 
order for various files maintained; mailing out of 
dealer copies of all orders; distributing and filing 
the other copies of all orders to the appropriate files. 

The Order Section receipts all incoming 
separates requested on numbered orders and prepares 
publications to go to Catalog Section. Claiming of 
non-received publications due on numbered orders is 
ae important aspect of the order activity. This is 
especially true about serials and periodicals which 
are of primary importance in a scientific-technical 
shy atv ane 

Receipting and claiming of orders are handled 
DigeortwitG.,) Separates or Serials. Separates are 


receipted in the Division of Acquisitions and serials 
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9 
are receipted in the Division of Catalog and Records. 


A detailed account follows. 


Receipting Separates 


Separates received in response to an order 
are addressed to the Order Section and delivered 
dumectily to Ehe Section from Mail Room. A clerk 
pulls the appropriate order from the numerical file 
(OOF) and compares with book for accuracy of bibli- 
ographical detail. If the book is correct, the no. 4 
copy of the order, any AD-245 requests, or other 
attachments are detached from the numerical order 
copy and placed in the book with a Process Form (LF-312). 
ihe poo lo) then placed on the “new'' book truck, has 
truck is taken to Catalog and Records Division once 
every day. The numerical order is stamped on the 
BeOmeawhihadake, of recelpt. If 1t is a purchase 
order, the corresponding Alphabetical Order copy is 
pulled from the AOF file, stamped on the verso with 
the date of receipt, and refiled; receipted numerical 
order copy is sent to the Budget and Fiscal Section 
“Bap accounting action. Receipted Gift and Exchange 
numerical order copies are filed in the appropriate 


Gift and Exchange receipt files. 


Claiming Separates 


Domestic separates are claimed by regular 
mail within 2 weeks of the date ordered; foreign 
separates which are always ordered by air mail are 
claimed within 1 month of the date ordered. Claiming 


is done by means of a photoprint of a claim form 
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10 
Superimposed on the order form. Claims are made 
twice by photoprint; the third claim is made by a form 
tetcer and if mecessary is followed up by a special 
letter. If no response to these claims, the order is 
referred to the Publications Selection Section for 


advice on further steps to be taken. 


Receipting and Claiming Serials 


A separate numerical file of all outstanding 
serial orders is maintained--the OOF file. AIL 
serial issues are receipted in the Records Section. 
Each new order in the outstanding: numerical order 
file has attached a colored signal indicating when 
claims are to be made on a regular schedule. Receipts 
which take the form of order copy 4 or 5 or both, 
Serial Issue Receipt (LF-301) or CSR claim form (LF-316) 
are stapled to the original order LF-317 which is 
withdrawn from the outstanding order file. Action 
taken depends on whether serial is acquired through 


purchase or gift or exchange. 


Gitty and Exchange Serials 


Receipted orders are received from the 
Records Section. A receipted order is cleared by 
pulling the form from the numerical file (OOF) and 
placing it in the receipted Gift and Exchange file. 
At the time of this report claiming of gift and 
exchange serials was done in Division of Catalog and 
Records, but this was changed to Division of Acqui- 


Sttron im. 1963. 
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Purchased Serials 


Receipted orders are received from the 
Current Serial Records unit. When first issue due 
is received, the claim signal is removed from LF-317. 
If an issue later than first issue due is received 
first, the Periodical Claims Assistant promptly claims 
missing issues. When missing issues received after 
first issue due have been received and later issues 
due are still to be published, the claim signal is 
removed. When all issues due on an order have been 
received, the LF-317 with attachments is forwarded 
to Budget and Fiscal for accounting action. 

Claiming is done in accordance with a pre- 
determined claim schedule. A photoprint of a claim 
form placed over the CSR entry is used to claim 
missing issues. The date of the claim is postdated 
a week ahead on the claim form; the LF-317 is dated 
on the verso each time a claim is sent. Claims are 
made only twice by photoprint. When the LF-316 is 
used for second claim, stamped prominently on the form 
Bpelor EQ) photopsinting 1s.: Second Request. if no 
reply is received in answer to the first two claims, 
deoaniirdachatm is Sent by form Letter. ' Li no reply 
is received to this form letter, original correspond- 
ence is signed by the Chief of the Division. If no 
reply is received to this fourth claim, the order is 
referred to Publications Selection Section for further 
advice and investigation. 

There are three annual follow-ups on missing 


issues: March 31, July 31, and November 30. All titles 
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Ue 
are searched in CSR for holdings information. Issues 
still due on an order are listed on back of no. 4 
receipt copy of order.  “'Acquisitions notified'! is 
erased in the missing issue space on CSR card and "'B & F 
GE ke todas penciited ins The no; 4erecelpt copy is 
thermofaxed and the thermofax copies filed in the 
numerical file within each follow-up year. The no. 4 
receipt copies are forwarded to Budget and Fiscal Section. 
No further claiming is done by Acquisitions on these 
orders; the incomplete orders are returned to Periodical 
Claim Assistant on July 31 and November 30 for second 
and third action. All later requests for missing issues 
and correspondence concerning these orders are forwarded 
to Budget and Fiscal Section, marked "Annual Follow-up" 


and the year to which it applies. 


Order Section Statistics 


1. Items Claimed 9,100 
Gineludingpiee2- .and 3 claims but 
not letters) 


2. Items Receipted 6,800 
(Orders) 
3. Cancellations 730 


Blanket Orders 


At the begining of each fiscal year, a letter 
of authorization is sent to selected dealers by the 
National Agricultural Library. The letter authorizes 
a dealer to collect publications in the field of 
agriculture and related sciences issued within his 
assigned country or area during a specified period 


of time. The dealer is authorized a specified amount of 
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money to spend in this procurement. For some countries, 
the arrangement is made through the State Department 
with the Publication Officer attached to the American 
Embassy in that country. This authorized agent may 
deal with one or more book dealers in that country. 
inmesuchweases, the Embassy Officer is treated as a 
dealer, and the requisitions or transmittal forms 
and the publications come from the Embassy through 
State Department, rather than directly from an individual 
dealer. 

The agents or dealers buy and ship publica- 
tions on an irregular basis; each does his own 
eal eegien within the limits of the acquisition policy 
established by the Library; each may or may not 
spend the amount allotted to him each fiscal year, . 
depending upon his interest and activity. Payment is 
initiated upon receipt of the invoice, even though all 
publications listed in the invoice or shipping list 
may not have been received. The single exception to. 
this procedure is the arrangement made with the 
Publications Officer, AMEmbassy, Moscow. The entire 
amount of money to be spent is transferred to the 
State Department at the beginning of the fiscal year. 

Shipments received from commercial dealers 
are accompanied by an invoice, which is processed for 
payment immediately by the Order Section with the 
preparation of a confirmation order on LF-317. Ship- 
ments received from Publication Officers attached to 
American Embassies abroad are accompanied by trans- 
mittal slips or Operations Memoranda. Payment is not 


initiated until the invoices are received from the 
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14 
post by the Library's Budget and Fiscal Section. 
Receipted Operations Memoranda are matched with invoices 
and confirmation orders are placed on LF-317's. 

DeCAEi ofally: an invoice is received before the pub- 
lications are received, the accompanying Operations 
Memoranda are attached to the appropriate invoices 

and receipt date of publications is noted on carbon 

of LF-317, attached to Order Section's file copy of 
invoice. If publications due on paid invoices have 
not been received by the end of the fiscal year, ae 
matter is referred to the Chief of the Division for 
action. Dealer folders are set up at the beginning 

of each new fiscal year. Folders for the current 
fiscal year and the two preceding fiscal years are 
held st an active Blanket Order File. After the third 
year, the contents of the oldest folders are destroyed. 
Permanent files are retained by the Library's Budget 
and Fiscal Section. There are nine current Blanket 
Order arrangements with commercial dealers and 
Publications Officers attached to American Embassies 


abroad. 


DIVISION OF CATALOG AND RECORDS 


The Division of Catalog and Records develops 
policies and plans for carrying out programs designed 
to best classify, catalog, record and prepare for use 
library materials in the field of agriculture and 
related sciences. This Division is made up of three 
sections. The Catalog Section searches and catalogs 
acquired technical, scientific, and other material, 
iapald languages; analyzes material and assigns pertinent 


subjects and classification; authorizes manuscript for 
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cards to be printed and sold by the Library of Congress; 
develops cataloging procedures, the system of subject 
headings, and the classification scheme to meet the 
needs of specialists. The Records Section receives, 
searches, records or disposes of all serial publications; 
is responsible for holdings records and files, and 
supplies information from these records; shelflists 
Rewluy cataloged titles; searches for cataloging and 
for specialized and field libraries; authorizes pre- 
paration of cards for other libraries. The 
Preparations Section prepares publications for use; 
prepares or acquires, completes, and files or dis- 
tributes catalog and other cards; maintains the Public 
Catalog and related files; carries out instructions 
concerning cataloging, card servicing, and removal of 
cards from files. 

Master logic flow charts for each section 
of the Division of Catalog and Records as well as 
detailed flow process charts for each section are 
included in this report. 

A more detailed narrative report of the 


important functions for each Section follows. 


Catalog Section 


Materials in the form.of serials, separates 
(monographs or books), films, maps, or photoreproductions 
received in the Catalog Section come from the Records 
Section and the Division of Acquisitions. Selected 
publications obtained by the Division of Acquisitions 
for addition to the Library collection are sent to the 


Catalog Section from which point they actually enter 
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the Library system. The forms relating to each pub- 
lication are inserted in the publication prior to 
delivery to the Catalog Section. The forms are kept 
with the publications until the forms are disposed of 
or forwarded with the publication to the next processing 
location. In the flow charts the term document 
refers to the publication and its related forms. 
Process Form LF-312 accompanies each publication and 
serves as a routing and information device and as a 
means of giving uniform instructions for work to be 
carried out in other Sections. In addition, the 
publication may have with it a photocopy of an order, 
LF-317, which originated in Acquisitions, and/or a 
Library Request, AD-245, showing that someone wants to 
borrow the book as soon as it is ready for circulation. 

The publications are sorted and distributed 
to the catalogers on the basis of priority, language, 
and workload. Low-priority materials are held in 
temporary storage within the section until time permits 
processing. The catalogers represent a wide range of | 
languages in addition to English. 
| When a cataloger receives his assigned pub- 
lications, he searches those which need it in the 
Public Catalog, located in the Division of Reference, 
to determine that: | 

fee tie emalemnsireal ly ~newata| the Library! 

2. Cataloging information which he will use for 
describing his new entry will conform with 
related information already in the catalog. 

im addition, forthe U:eS.= Department of 
Agriculture publications for which cooperative catalog- 


ing information is supplied to the Library of Congress, 
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a7 
the cataloger-searcher must determine: 

1. Whether the same entry information has been 
supplied previously to the Library of Congress, 
and 

2. If so, that the same form will be given Library 
of Congress for the new publication. 

All pertinent searching data needed for later 
action are noted on the LF-312 or the publication 
itself. 

Back at his desk, he disposes of any pub- 
lications which he found had already been cataloged. 

He catalogs the new titles and writes additional 
information on the publication and the accompanying 
LF-312 to be used in providing identification of the 
title in the Public Catalog through: 

Pee Atihior, sci: lesen physical cChardctertstics of the 
book such as number of pages (Descriptive 
Cataloging). 

2. Subject headings reflecting the content of the 
publication (Subject Cataloging). 

When necessary, elements of descriptive 
| sabaeoeine have already been verified as to established 
form in the Public Catalog. Hach subject heading is 
verified in the Subject Authority File in the Catalog 
Section. 

The cataloger also assigns the call number 
for the title; the publication is shelved by this 
number in the stacks. The call number is made up of 
two parts: 

1. Classification number, which reflects the subject 


content of the book and is selected from the 
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Scheme of Classification for the United States 


Department of Agriculture Library. 


2. Cutter or Book number, which is based on the 
author's name and is assigned from an established 
list of such numbers, C.A. Cutter's Two-Figure 
Author Table. 

To assure that no two titles will have the 
same number, the call number assigned by the cataloger 
is adjusted by adding a number or a letter when 
necessary to avoid duplication. This adjustment, which 
is called shelflisting, is performed in the Records 
Section. 

Certain special types of meterials are not 
given call numbers. They are numbered in consecutive 
order as processed. These are films, and translations 
of articles from periodicals and chapters of books. 

After all necessary instructions have been 
noted on the LF-312, it goes with the publication and 
other attachments, if any, to the Preparations Section 
where, on the basis of these instructions, the 
necessary cards are prepared for the Public Catalog 
and other files and the publication is made ready for 
shelving in the stacks. 

On the basis of the present rate of activity, 
the Catalog Section expects each year to receive and 
act upon about 13,600 apparently new publications. 
About 11,700 of these will actually require cataloging 
action; the remaining 1,900 will, upon being checked 
in the catalog, prove to be copies of previously 


cataloged publications. 


885 





ILS, 


NEW CATALOGING 
(Estimates Based on 1961/62 Figures) 


From Acq. From Records 
1. With order 1800 
2. Blanket orders 960 
Se Gites 5500 
4. Cooperative cataloging 
for Library of Congress 40 500 
5. Author analytics ; 2000 
Translations 900 | 
Total 9200 2500 


Grand total received and cataloged - 11,700 


In addition, the Catalog Section will need 
to take action to bring up to date information about 
previously cataloged serials which have undergone 
changes in their publishing patterns. There are 
about 4,500 such cases each year. 


OLD CATALOGING TO BE UPDATED 
(Estimates Based on 1961/62 Figures) 


From Records 


tho Changes of title or issuing office 1100 
2. Ceased publications 600 
3. Information services (supplements, 2800 
special numbers, numbering irregu- 
larities) 
Total 4500 


Omitted from the charts are cataloging 
activities so few in number each year as to have no 
appreciable effect on the picture; the following 
figures are estimated on the basis of statistics for 


1961/62: 
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1. Serials which have resumed publication after having 


ceased - 20 
2. Titles which are recataloged - 3 
3. Old entries reworked - 30 


Also omitted are administrative, training, 
and related activities which are essential to the 
operation but are not reflected in a flow-chart 


presentation. 


Records Section 


Publications are delivered to the Records 
Section from the mail room and from other sections of 
the Library. Most of the publications are issues of 
serials. Some, though, are books received in error or 
copies to be added to the collection; the flow of these 
is touched on only briefly in the charts because 
serials work He BhHesma jor L§UnctLom of this Sections 

Issues of serials are sorted at the mail 
desk. The noncurrent publications are forwarded to 
the Alphabetical Serial File (ASF) of the Records 
‘Section. The ASF contains the holdings records of 
serials published prior to the years considered 
current. At the time of this report the current years 
began with 1958. At the end of 1963 the triennial 
transfer of Biden current Pohorde to ASF will take place. 
At that time, 1961 will become the beginning current 
year. 

Current numbers of periodicals are batched . 
DwEnoiabieassistant by the first Letter of the title, 
These batches are then transferred to shelves to await 


action by the checkers in Current Serial Record (CSR), 


the other unit in the Records Section. 
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Each CSR checker is responsible for one part © 
of the alphabet. He removes one letter batch at a 
time from his shelves and arranges the pieces in 
alphabetical order; then he searches each piece in 
heswehecking file. If the title is not Located, the | 
publication is forwarded to ASF for verification of 
the fact that the serial is not in the collection. 
These cases are forwarded by ASF to the Division of 
Aecdutsubtons oer selection. Li the: title is Located 
and the piece has not previously been recorded, its 
receipt is noted on the appropriate card. If another 
copy of the same issue has been recorded previously 
and fills the need of the collection, the piece just 
received is sent to the United States Book Exchange 
to be made available to other libraries. 

In broad strokes, this describes the main 
activities of the Records Section. There are many 
details involved which show up in the flow charts. 
Some must be mentioned here because of their relation 
to other sections. 

Because of the funds involved, purchased 
ae are given special attention. The checkers 
report to the Division of Acquisitions the receipt 
of issues due on purchase orders. Gheckeree also 
notify Acquisitions when an issue of a purchased title 
is received and the previous one is missing and should 
be claimed; CSR claims for nonpurchased periodicals. 

The bindery staff, Division of Lending, 
relies on the Records Section to report completed 
volumes of serials which should be picked up for 


binding. The notification is in the form of a 
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photoprint of the records card which shows all parts 
needed to assure that the bound volume will be complete. 

Phe order for the Library users to have 
available in the catalog the latest bibliographic 
approach to the serials collection, CSR forwards 
through ASF to the Catalog Section any journals which 
have changed their titles or require other cataloging 
action. Details about such changes and holdings 
information are furnished, upon request, by a telephone 
service provided by the ASF assistants. 

Some estimated serials statistics, based on 
1961/62 figures, are given below: 
1. Periodical issues received 400,000 


2. Periodical issues recorded 200,000 


3. Reports to Acquisitions of 
ordered serials received 4,200 


4. Binding notifications 7,800 


im addition to the serials work, the Records 
Section is responsible for some other functions. [ts 
Shelflisting activities have already been referred to 
in the description of the Catalog Section. 

The Records Section also authorizes the 
preparation of catalog cards for branch libraries and 
maintains a record of publications loaned for an 


indefinite period of time to Department officials. 


Preparations Section 


thes Section carries out instructions 
originating with the catalogers. In addition, the 
Preparations Section fills requests for card and book 
preparation from the Records Section and from the 


Division of Acquisitions. 
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On the basis of established procedure or 
Specaiic instructions, the library assistants in this 
Section add accession numbers and identifying labels 
to publications before the books are made available 
for circulation. These assistants prepare or acquire 
cards for the Public Catalog and other files of the 
Main Library and for branch and field libraries. 
Necessary changes on old cards are also made by this 
Section. 

Besides preparing cards and books, the Pre- 
parations Section maintains the Public Catalog (about 
2,000,000 cards) and related files. This includes 
filing and withdrawing cards, as well as guiding and 
expanding the files as needed. 

The following selected figures, estimated 
on the basis of 1961/62 statistics, give some idea of 


the rate of activity: 


1. Volumes accessioned LZ. OO 
2. Permanent cards prepared 70,000 
3. Old cards serviced 13,800 
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Auth. as follows: 
! 
| fiutle: As on pub As follows: 
Ed. 
ee 
Place . 
Publ: 
Date 
Coll 
Notes: 
Subjects: 


‘Aaged entries: 
ae | 


X-refs: 


G.Pureky 


ACQUISITIONS OR 
CATALOG AND RECORDS 


FORMS 


Process Form LF-312 


(NCC 





(Cd. tor EE WAUEAU. i Wein BIBL Other _ 
Photo: for BLBLo NSE GkCaQni! ORIENT | CSR 
Call no.change slip from 

to 
Discard ___ change _ _ old cds & out slips; leave 
out slip in sl for 
Bind.slip Dummy\/Env.___ Bookpl. & label___ 
Remove _Add accession nos. 
Stamp cop. 1 RESERVE _| Cut pages _Mend__ 
Staple Insert loose p: pages Pocket 


Add call no. & prop. stamp to pubs 





Bi-ord, Bind. Care 

Haregis AR, -a,a,S- a,q,bi-m,m m,Ss-m | ,bi-w,w,S-w,d,ir 
Make rolenie yrs current 

CSR claim from 








Note on CSR ed 








Work-in-parts Complete in 


File 
Send RESERVE Cop.1__to cat. for anal. 
Stamp Remove | Fors nos. in Lib.see Shelflist. 


oni; latest ed.kept. 
__Only current nos.kept. 
__For nos.in Lib.consult shelves. 
a prog.addit.on main cd. 
Change coll.& it impr.as indicated on 
Make added entry for Cat.& ASF, trace: 


Make auth.entry (& added ent.) for ASF 


Type shelf Circulation card. 
Change of auth.entry: 

Change of title: 

Ceased Suspended__—-—s Suppl__—sNumbering 


Make x-ref. from cat. entry following tO 


CSR entry as above as cat. 

Copy hist. anit. ed for 

Change note on ed. 
to match note on cd. 

‘Copy note on cd.on to Cae, 


Transfer hold.from 
to new hold.cd. 
Recall all issues and change call nos. 
OVER 


468 








Bo At sy 
he oY E'S 5 
pee 
o-_ A 64Gns f : 
ive 
Jectet My ie 
= on os Pie 
= ) 7 = i 
pe anil aos 


SEN sarees ey ie 4 fs bike *T 

avedl <<9¢3; od ate So vs ne I Aisirreneet 
~< ee 

J - i ‘s UC giles Ppt) 

b=iaok, rae Ni vate Ut he eee 

"360 ROrsaves ‘. a src 


a 












rf = 7 he eis 
3 ssa ~ tee te ty 
Sas 
_ 7 r wr SG AY 7 a 
ee semana cect sci wong ” 
PE aE STE eee ea Speen 
$e ajertes a 
c 5 Psd Te 
tne eng lO ee 
wea tvs rH 
Bp ae Se s 
dui . ; 
i i 
: 
—_ ~ - - _ - ees oe a — ~ ' 
5 ein 
—_ —— =. ae _ palsy if ; 
Tr" — 
File w t ~ 7 
Wu 2 i Bri VESLE aoe MP Re NPR 28 
MMS he ec 
“¢ 7 . 
- | - , . i 
- ‘ 
_* ‘ Ss otabenieg ies ! 
. Pte ERS 4% Pe i 
» -_ wwii: ; 
. rf \ 
“4 C i 
4 a. 
i ' 
J t CL 
. ; 
I. Si : ial ia : 
ee eet 7: Det pa — 
: ’ “ / tor : a dh, ta 
7 
‘ } 
: = 
sehtnnincnvatecentaeeateliiees ey eee 
? ‘ 
2 1 et rr 
: ‘| F q mee 
»e . ria yl Pd } 
we zat i 
bad ‘ ' 
i at 
J ft SAV .2 
o < ? 
am ad ~ ress ; - 
r all i “T/ > > + 4 hi 4 
alate a ve 
rz Vig Y{Ie8 oY 
: 
T » in Jala was 
- ' aw ee s oo 
so si syost 
‘ cs ———— ——_ es rr ts ep ren 
(G mf x HK A’ 14 * ° 
——v ‘ ee mite 
é RS ~ ~~ ‘ani ° &: 
———————— ~ <i en ete a Fe 
‘ 
ot. pita 4a Peet 
ee aera poe 
ee 
wee ee ee ee eee ln al I Sa ee em 


S06 iam suied> DAs eeuast Se Leow 


; ‘ 
aw ee fe fa ee ee inifey perme edb ib og 






Libary of Congress 


a Havis, Andrew Leon, 1908- 


_. WaUSDA personnel records. 


. Library 
ry of Congress 


gress. 
author 
eee eg ‘Authority 


‘Peach growing east of <1Title 
‘the Rocky Mountains. 


CATALOG AND RECORDS 
“Poane 


Cooperative cataloging, LC 
page lL 
AUTHOR NOT YET ESTABLISHED 


‘Blank Form 


Supplied by the Library 
of Congress 


Author Authority card 

prepared when author has 

not yet been established 
«for the Library of Con- 





SAMPLE for 





Igoe 









| . ; Me e ! ‘ ay 
a be Wy 
| SeR0CS 
] Ue 
o Lh | 






: r 
+ ¥ 






) 
y 

nae 4 

- 


wiikg igre) ‘gihtinveen erie 
ee eS 













shes Loe eo ne “a Y ee oi on - ’ 
15. Teas i) ‘ ras ane a eat i ny hi “ll ¥ Me: 
\ le ihe y 
: | 1 
t oy 
| ; 
\y 
Pat 
-  Peme—4 6 Aw whee bo 
ie toy é alt 
; 
5 _ 
Y LA wet epey 
é “4 qa ye 3 Z 
. 
' 3 
} 
’ 
4 
) 
t 
. 
* 5 eg & 
— 4 ij ; 
ws < . 
"| ¥ ain 
+ é Pa 
@ 
nous 
' 
TLTHAITLAT 


| PRA As, Sc Ea 
yD LT bee Re. dame gathers itheeee ay it ee 
5 ,salaheiell yplbet er HAM a ae) 


ue ie 





CATALOG AND RECORDS 
Forms 


Cooperative Cataloging, LC 
Page 2 
AUTHOR ESTABLISHED 


- Prepared in accordance with 
"Cooperative Cataloging 
Manual" Library of Congress 
Descriptive Catalog Division 

_USGPO Wn D.C, 194%. 
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Page 3 
AUTHOR ESTABLISHED <““on't) 
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aL : _ tions neon publica- 
AgSlMr Whitney, W Keith Per one ee eeecess) Form, 
 no.ti55 Effects of high-frequency electric fields on This is included in exhibit 
| certain species of stored-grain insects cby | to show how the card appears 
W. K. Whitney, S. 0. Nelson, and H. H. in NAL. Catalog compared 
Walkden. Washingtona Market Quality Research | With LC Card 
| “Division, Agricultural Marketing Service, U.S. | 
| Dept. of Agriculture c19613 
| pis be Py 52 pe illus. 26cm. (cU.S. Dept. 
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Dept. of Agriculture ,1961, 
lii, 52 p. illus. 26cm. (,;U. 8S. Dept. of Agriculture, Marketing 
research report no, 455) | 
Cover title. 
Bibliographical footnotes. 
1. Grain—Diseases and pests. (1. Cereals—Storage—Pests, 2, 
Farm produce—Storage—Diseases and injuries. 8. Insects, Injurious 
and beneficial. 4, Electricity—Physiological effect. ,4. Dlectricity— | 
Effect on insects, _‘. Title. (Series) ; 


HD1751.A9188 | —~\._ no. 455 (Agr 61-152 rev: ¢-Card No. 
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CATALOG AND RECORDS 


Public Catalog File Cards 








Type Ll 
Type entry is th Seemderg ety -———s 
462.062 ee ee 
we _Mundiur, aE rae ; 
—“Ustilaginales of India. fist pass, Main Entry Card is 
Kew, Commonwealth ee Institute, the Main Author -- 
1952. in example is 


; £<83 p> _ MUNDKUR 


\ Secondary Entry -- 
Separate cards are 


4 Ghosrer eae for each entry 
.\. numbered in the tracing 












1. Ust e 2 Tilletiacese. 

3. Fungi. a I. Thirumalachar, M 
joint author. 12. Commonwealth Mycological 
Institute, Kewe 





Example of Tracing: There is = 
an additional card in the public catalog 
for each item Listed. 

Arabic numerals (1,2,3) are 
subject headings. There will be 3 subject 
heading cards. 

Roman numerals (1,II) are other 
authors if more than one author for the pub. 
In example there will be 2 author cards in 
addition to the main author. 


| Not L.C. Card————_-» Identifies whether a card 


is cooperatively cataloged 
for Library of Congress. 
When only page number 
shown the pub. is not 
cataloged for L.C. 





ae | Type 2 -- = 
A289 Peer aa pega ts 
Folkman, William S 1917- --for Library o ongress 
20.12 Progress of rural and urbden students enter- , . 
' ‘The Collation 
_ ing Towa State University, fall 1995. _identifies card as being 
cWeashington, Economic Rescarcth Service, ; 


, cooperatively cataloged 
Economic and Statistical per ems Division, for Library of Congress. 


[That is, Lt contains 
information in addition 


to the number of pages, 
* Service, Agricultural Peete report no.12) \ = _ pub tsuch) agiivconl ent 
. ‘>< | ~ 
eat aoveuicel footnotes. 


ene on beck ) 





=a a ERR I ne ~ cna pac tant ines at _ 


Note-if tracing is not shown | 
there is only the main entry 
card which is author card. 


(Cart Co a eee ey eo! tee Duty’) 
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" Lp-301(3/62) . 
B&F 


Ord. 
Entry; 


CSR recd.: 


Br. Lib. recd.;: 


SERIAL ISSUES RECEIPT 
Order no. 


CATALOG AND RECORDS 
FORMS 
LF - 301 


Serial Issues Receipt 


NN anand 


ASF recd.: 


Recd. complete 


Ann. Follow-Up Yr. 
Initials 


Date 


Noted in Order Sect. by: 








Date ee 2 


This form is created in Records and sent to 


' Acquisition. 


It has 3 


L. 


unique uses: 


It is not used for a single issue pub. 


To notify Acquisitions that the last piece 
due on a subscription has been received 
(last piece may be an index issue). 


Receipt a claim -- serves as a notice that an 
issue that has been claimed by Acquisitions 


has been received. 


To notify Acquisitions that an issue was 
received but #4 copy of order form LF 317 
will remain in CSR file until first issue 


on the order is received. 
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CATALOG AND RECORDS 
FORMS 


Field or Branch Library 
) Requests for Catalog Cards 
_and Pub. Location Card 


Unnumbered Location Card 
Shows Call No. of Pub. 
f ~“tand Field or Branch 
: per Toecation. (4Be (is <tailed 
ae | 
eer a \in ASF File 


oe 





) 
4 3/10/61 
ae J 
er RS REE RECTED BRK; ener eensannsuaeoanpesantanonaiestetieemeaniees oT 
LF-313 (8/61) REQUEST FOR CARDS Dates IL F 313 - Made up from ne 
Call now: Initials: "Inventory Report" which 
L ; shows that Field or Branch 
Type Sten Library has the copy in 
) collection 
: Sets for: 
Shelf cards only: API B 


Deposit Coll.shelf card: EM Smiths | 
Holdings statement: | | | 





a ee | 
7 








mie vor 
ee one Sample of Inventory Report 
Gurinsky, R. ig ‘of Field or Branch Library’ 
Teelt van groentezaden. Ed. 2.  Gent,o. °° (see above) which serves 
L. Venmelle _n.d.3 as a request for Catalog 
28 p. Bon Pitts, fry . /Cards for Branch or Field 
as | Library 
4.2956 | 
| 
May 17 1961 | 
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CATALOG AND RECORDS 
FORMS 






CLASS | PROPERTY NUMBER _ 
ACQ. DOG. NO. RECEIPT DATE 


APPROPRIATION 


INOUrnNOr = °°. |.) DATE 





COST 
$ 


ON CHARGE TO: 


12-50 


/o hs 
RECORD 


BEPT. @F AGRICULTURE 


AD 





106 PROPERTY 


A.B U.S. 


U.S. DEPY. OF AGRICULTURE LIBRARY 
INDEFINITE LOAN ROUTING FORM 


( j To: Preparations, C&R 
3 
( ) Type Dummy: 


( ) To: Bibliography Division, Library 


Sent for your information. Please forward 
to Agency-Library Liaison Officer, RUSH 


Ba (. ) Tos 
: Agency-Library Liaison Officer 


( iL Indefinite Loan for: 
| ( }) Agency Book for: 


( ) This is the second copy of this 
publication received in the Library, 
and it is sent to you as an Agency 
Book. Please return the first copy 
which was charged as an Indefinite 


Loan to: — 
with your agency copies of the AD-106 
form to; 


; Library 
Catalog & Records Section (ASF) 


os 
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Indefinite Loan 


LAD - 106 


‘Indefinite Loan 
Charge Slip 


‘(also used when 

discharged) 

Carbon copies 
attached: 


So 


Yellow 
Pink 
Blue 


Indefinite 


Loan 


Routing Form 






Kao # til tobi 
+ % 
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CATALOG AND RECORDS 
FORMS 


Serial Claim Notice 


(ORDER Na) 





GENTLEMEN: i 
This is a REMINDER, net a new order. We lack cee M tReet Daeg Nee 
ee A co Ba fae eh Mella eee joie nl Aas a oat cg ove Saat ewnedeteee 
ee ee se al nevatee ase aate kad sae ten anh rau caGaccessaeceunaeneons of the following publication: t 
we = = StEe Me a a Oo “8 Z m 2 C; 
: ‘LF 316-Claim 
Sg lused as a mask 
, over CSR checking 
: card shown below 
Piease send these missing issues with this request to: [[] Due on our PURCHASE 
, U.S. DEPARTMENT OF AGRICULTURE ase 
LIBRARY, CURRENT SERIAL RECORD LER: Charnes ogeaceiaenieee: 
WASHINGTON 25, D.C. As GIFT or EXCHANGE 


If this is no longer being published, please return this request telling us the volume, 
number, and date of the final issue. : 
‘ LF-316 (4-61) 16—74233-2 Gro 








Claim Notice for Serials LF-316 
is slipped over the 
checking Record Card 
so that pub.description 
shows in cut out. 
Photocopies mailed to 
publisher serve as 
claim notice. 
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CSR Checking 
card 
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| | 
CATALOG AND RECORDS Hi 
11} 
FORMS 
| 
Library of Congress 1 
HH 
Card Oder Form i 
L. C. CARD : a ai 
NUMBER ' 
GeRGaeTt | 
ACTION { Form used for i] 
Author: ‘ ane { ordering LC i 
(Full Name) ict a printed cards 

; j when 

Title: R ; 2 
ies ae | Publications i 
Gi j Selection / 
? Rd i Section finds i 
Piace: Publisher: : P ‘ L , C number i . 
; oak : D H listed in MH 
Date; > Edition: ; , 4 Lpeseen Hi 
Series: Np : c1ltation. i | 
NR | HI 
Ive Ge : Hi 
U54 U.S. Dept. of Agr. ac 0 3sal Mi 
Subscriber Name of subscriber (Stamp on line) Variation ia Order to be Number of A i 
No. 61-1 (Rev. 12-58) GPO: 196I—O-621351 edition held cards wanted t 4 
es a 4 ; Hi 
Hi} 
a) 
Ki 
Hi 
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ACQUISITIONS 


Claiming 


Claims initiated by signals according to a schedule 


' When the LF 317 Order (original) for a serial 


is filed in mum 


. vutstanding Order 


File (UUrc, a colored clip is attached to LF-317. 


The clip indicates when a periodical must be claimed 


on a regular basis. 


The following table shows the 


location of the clip, the color of the clip, the Claim 


date, the origin, whether Foreign or Domestic, and the 


frequency that it is published. 


LOCATION 


Left 


Left center 


Center 


Right center 


Right 


COLOR 


Orange 


Blue 


Green 


White 


Yellow 


Red 


‘CLAIM DATE 


Febeel 


(every 2 weeks 


thereafter) 


Feb. 15 


(every 2 weeks 


thereafter) 


Mar. 15 
(every month 
thereafter) 


Apr. LS 


(every month ~ 


thereafter) 


May 15 


(every month 


thereafter 


July 15 
Semi-annuals, 
Annuals 


‘ORIGIN 


Domestic 


Domestic 


Foreign 


Foreign 


Domestic 


Domestic 


Foreign 


Domestic 
& 
Foreign 


FREQUENCY 


Daily 
Semi-weekly 
Weekly 


Bi-weekly 
Semi-monthly 
Monthly 


Daily 
Semi-weekly 
Weekly 


Bi-weekly 
Semi-monthly 
Monthly 


Bi-monthly 
Quarterly 


Irregular and 
all others 


Bi-monthly 

Quarterly 

Irregular and 
all others 


Semi-annuals 
Annuals, and 
all others 
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ACQUISITIONS 
Claiming - Gift or Exchange 


] Claim Mask for unnumbered 
serials prepared in PSS from 
information on CSR (Checking 
record) card photoprint re- 
ceived from CSR. 





avir-r\,. _| 
See LEMEN: d in receiving on EXCHANGE - ; 


The U. S. Department of Agriculture Library is intereste 


oo i th laim an Exchan 
he pucation Tied ol: Bese a ove pag, Your maling Int and seul we Ne) C18 ae UES 


following back issues: Y, / - 3 ) - 






= 





| 








i 
(< et ont) | 


Please address correspondence and publications concerning this request to: 
Library, Current Serial Record (E) 
| U. S. Department of Agriculture 
: Washington 25, D. C. 





A list of publications available for exchange will be furnished upon request. 


E 16—73285-1 Gro 


NN RI Se 








Gj—Stamp date of Claim 


Claim a Gift 
GENTLEMEN: date of 3ra Claim Lave of And& Claim as 
| 
| 












| 
The U. S. Department of Agriculture Library is interested in receiving the publication 
listed below. Please add our name to your COMPLIMENTARY MAILING list and send 
the following back issues: (enter 15s”e elaimed. aS) 
a — The photoprints:of above 
masks over CSR record 
prepared and mailed in 
Got Bae) Order Section, with mask 
and photoprint CSR card 
| returned to CSR. 
t 
{ 





This as) the first elarm: 


} 


Second and third claim is 
made in CSR using mask 
Ehat was filed, 


Please address correspondence and publications concerning this request to: 
Library, Current Serial Record (G) 
U. S. Department of Agriculture 
Washington 25, D. C. 
° 

4 Nov reply to third claim for 
Gifts results in Form Letter 
LFL-351 (attached) 
prepared and mailed in 
Order Section. 


) . LFL-352 for Exchanges. 
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ACQUISITIONS 





Claiming for purchased 
serial or monograph 










spn ASAT PNA AE IL NA NTN ENE OLENA TEDL ne 





mi . Mae neers | Claims Mask 

ME HAVE NOT RECEIVED ON OUR ORDER NO. 

j Used over LF 317 order 
this creates a claim 


— re te a en re 


reere wns Ne iewes 


EEE Re Ea Neen 4 


Hl ai le tide i, a inamnnidn dh 
PEASE SHIP TO: U.S) Dept. of sgriculture 

Library, Current Serial Record 

W.tshington 29.) D.C. 


ee ee I Eg 


IF UNAVAILABLE 
REPORT To: 
US. Dept. of 
Agriculture Library 
> Order Section i 
Ns ioe Washinton 95 Ty CO 





7 EXINY Ey > 1-32 ty) eh He j 2, 13 & Hpy ase) 
CIN Blo ON VOLE ORR NO} pre: sar Yoh. | 
— NE 2 GI ND 


Claim for a purchased 
serial (Renewal) 
created by photo- 
printing mask (above) 
over LF 317 





NperseRCS KS OY eK CLyapis VAG. 2 


Anas Ss Uf 


1962; 





UAT 


1962 








4 Xe 


Library, Current Serial Record 
Washington, 25, D.C. 

Wechinston aN awa 1 IF UNAVAILABLE 

SOWA 3 REPORT TO: 

1 U.S: Dept. of 
Agriculture Library 

j; Order Section 
VANES Washineton 25, D. C.. 




















, 
———Ee nee — Sine oe aces | 
t j 
ECEIVED.ON OUR ORDER NO. (U i. 
~ 7 . a eae | COmEY : S628 feds te 
ulver, tAFY aa = ; S8he 







CONS tEUCTI Onmes timatesmandicos tSemed omy e 
VY Pv rl< Pita ¥ eas 
MCOCaWs ‘96C 


| 
; }Claim for a monograph 


wa Py ale 
we ra 


HL \ 
wh | 
at eee 
aac seen is Actin lta ih Naan alla sche mattis ‘ 
Ha fan ee ce 








SS WW _ 
)'PLEASE SHIP TO U.S. Department of Agriculture 
it Library, Order Section © 

Weshineton 2a. DAC. | 


IF UNAVAILABLE 
REPORT TO: 

U.S. Dept. of 
\griculture Library 
| Order Section 
Washington 25, D. C. 


zy 
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ACQUISITIONS 


Blanket Orders 





Acquisitions creates 
Blanket Order for 





of authority written 
i, for next fiscal year. 
This shows: 


: (1) Order Number 
| (2) Fiscal Year funds 
Est xxa OLR G | ; allotted to dealer 


Ap Si3/}, ia for year 


Lc Pip ae con aa (obligation) 
CNo (3) Appropriation No. 


, | Send to Budget and 










' Order Section creates 
‘<_Blanket Order 
"Confirmation Order" 
which shows detail: 
for each shipment 


Cost according to 
invoice that shipment. — 






CAT cy jd st 

) AOF / Y DAI? | est Hon, fers 
| AP SV3\\ e 
| 


Btate De pb Runben * iat fee | 
i | 


Number of pubs. not 
received also noted. 


| 
} 





each dealer- when letter 


Finance for their files. 
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, ACQUISITIONS 


Dealer Record Card 


for Blanket Orders or 


Farmington Plan 


RR RAEN LE Oe TERRA ROT TE TT a —— 





| COPY 
West Germany - PPO, Berlin 1963 Blanket Order 
‘a 0.00 P-50002 
Shipment Despatch or Voucher LDate Pubs No. ‘Dealer Record Card for 
No. Voucher No. Date- Rectdymiof dealers purchasing 
r items Cost (under Blanket Order 
1 05647 9/13/62 - 10/2/62 - 1 = 4.66 agreements 
B 05648 9/13/62 - 10/2/62 - 6 = 34.81 


Blan ke F Or ofer ; 
leceardA Carol. 


. 4 
eee eeeeee—eeEeeeeEeEeeeeEeEeEeEeEee————E——EEE—————E 





Germany - Harrassowitz 
1962-1963 Farmington Plan 


Invoice Date 
‘no. Voucher 










‘Farmington Plan 
|purchases 
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Dealer Record Card for 


‘ 
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ACQUISITIONS 


FORM LETTER- 
Numbered Orders 
Third Claim 


LFL~353 


UNITED STATES DEPARTMENT OF AGRICULTURE 
’ LIBRARY 
WASHINGTON 25, D. GC. 


Gentlemen: 


This is our THIRD request for this publication. We have not received 
the following material covered by our Order Number 
dated $ 


to be delivered to: 


Please expedite delivery of the above publication. If not available, 
report to us promptly referring to our Order Number. 

a 
Thank you for your immediate attention to this matter. 


4 


Sincerely yours, 


UI CSS 


Order Section 
. : Division of Acquisitions 
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ACQUISITIONS 


FORM LETTER - Gift 
No reply to third 
claim- 

Unnumbered orders 





LFL-351 / Gi . UNITED STATES DEPARTIENT OF AGRICULTURE 
ea LIBRARY 
Washington 25, D, C, 


Gentlemens: 


The U, S. Department of Agriculture Library is interested in obtaining 
on a complimentary basis the following: 


If this request cannot be filled, we shall appreciate receiving any 
information which you can supply concerning price, availability, 
and source from which these issues can be obtained, ae 
Will you please address publications to: 

U, S, Department of Agriculture 

Library , Current Serial Record 

Washington 25, D. C. 
Thank you for your courtesy and cooperation, 


Very truly yours, 


Kirby B, Payne, Chief 
Acquisition Section 
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ACQUISITIONS 
FORM LETTER 
Exchange 

No reply to 


third Claim 


LFL-352 
UNITED eh aes DEPARTMENT OF AGRICULTURE 
NATIONAL AGRICULTURAL LIBRARY 
WASHINGTON 25, 2.c. 
r 
Gentlemen: 
The NATIONAL AGRICULTURAL LIBRARY would be pleased to receive from 





you on an exchange basis the following: 


If you cannot fill this request, we shall appreciate information about other 
sources to whom we can apply. Please refer to our number 


in your reply and on packages. All correspondence concerning this request 


should be addressed to: 


U. S. Department of Agriculture 
National Agricultural popes 
Exchange Section 


Washington, 25. D. C. 


U. S. Department of Agriculture publications available for exchange be 
selected from the following lists, which are available upon request 
Attached / / Sent under separate cover 


DEPARTMENT OF AGRICULTURE PERIODICALS AND SERIALS AVAILABLE 
ON EXCHANGE 

LIST OF AVAILABLE PUBLICATIONS (U, S, Department of Agriculture 
List no. 11) 

MONTHLY LIST OF PUBLICATIONS AND MOTION PICTURES 


Sincerely yours, 


bye hang eotoe 


Exchange Section, 7777 
Division of Acquisitions 
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DIVISION OF REFERENCE 


Reference Section 


The primary function of the Division of Reference is to 
provide patrons with information about publications, particularly 
publications in the National Agricultural Library's collection. 
The Division also assists patrons by recommending publications 
and furnishing information on specific topics which can be 
readily obtained from a reference tool or a publication in the 
Library's collection. Visitors to the Library are assisted by 
reference tools. “ 


Most patrons are Department employees’ seeking information 
about publications which they need in their work, but inquiries 
about publications and general information requests are also 
received from other persons and non-Department organizations. 
These inquiries and requests are received in person, by mail, 
and by telephone. 


There is no definite procedure that can be followed in 
answering a reference question or in assisting a patron to 
select a publication which he needs. However, one important 
function of the Division is to identify publications requested 
by patrons when the requests do not have call numbers which can 
be readily obtained. Actually there is no definite procedure 
followed in attempting to identify a publication, but most 
requests without call numbers are forwarded to the "'telephone 
desk"", a position in the Division of Reference where call 
numbers are obtained and put on the requests. When a call 
number cannot be obtained for a publication which apparently 
should be in the NAL's collection, an attempt is made to 
identify the publication, that is, to verify the title, author's 
name, or other information. Although there is no definite 
pattern that is followed in identifying a publication, the 
processing of publications requests follows a rather definite 
procedure as explained below and set forth on the attached 
flow chart. These requests are handled in the Reference 
Section of the Division. No flow charts have been prepared 
for the Special Bibliographies and the Nursery and Seed Trade 
Catalogs Sections. 


Most telephone requests received by the Library are 
received at the telephone desk where AD-245's are prepared with 
the appropriate call numbers. Requests received by the 
Division of Lending by mail and from visitors are also referred 
to the telephone desk for call numbers when not supplied by the 
patron. Most call numbers are obtained from either the card 
catalog or Miscellaneous Publication 765,which contains call 
numbers for many serial publications in the NAL’s collection. 
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When the call number is obtained the request is sent to the 
Division of Lending,which is responsible for getting the 
publication from the collection for the patron and charging 
it to him. Numerous publication requests from Department 
personnel and others are processed each day. 


It should be noted that although most telephone requests 
are received at the telephone desk, all reference librarians 
receive telephone requests. However, the basic procedure is 


followed and, therefore, the flow chart shows telephone requests 


as originating at the telephone desk. 


Telephone Desk 


As indicated above an AD-245 is prepared at the telephone 
desk when a telephone request is received. Requests referred 
from Lending for call numbers are usually on AD-245's. When 
the call number is obtained it is.put on the AD-245 and sent 
to Lending. Non-Department personnel cannot take publications 
from the reading room without special borrowing privileges. 
Publications are borrowed by many libraries however. When 
a non-Department request is received at the telephone desk 
on a form other than an AD-245, an Ad-245 is usually not pre- 
pared until the call number is obtained. 


If a call number is not readily obtained from the card 
catalog, Miscellaneous Publication 765, or some other handy 
reference source, a brief attempt is made to identify the 
publication by consulting basic reference tools such as the 
Cumulative Book Index, Publishers' Trade List Annual, Books 
in Print, Reference Catalog of Current Literature, etc. 

With respect to serial requests, the Union List of Serials or 
New Serial Titles which contain a listing of various libraries 
WEtCOMEheinanes of periodtieals im their, collections, »Such.a 
listing may not provide verification of a publication but may 
also disclose that it is in the NAL's collection. 


When the telephone desk has identified a publication but 
cannot locate a call number and is satisfied that the publi- 
cation is not in the collection, a Department request is 
referred to the reference librarian responsible for borrowing 
publications from other libraries. Non-Department requests 
are sent to Lending which informs the patrons that the 
requested publications are not in the NAL collection... 


If the telephone desk does not identify a requested pub- 


lication, it is referred to a reference librarian for a more 
thorough attempt to identify the publication. 
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The present policy of the Division of Reference is to 
assign a recently hired reference librarian to the telephone 
desk. This employee handles a variety of reference questions 
received from visitors and by telephone, and assists visitors 
to the Library in the use of the card catalog and various 
reference tools. 


Detailed Search 


When a request is referred to a reference librarian by 
the telephone desk,an attempt is made to identify the requested 
publication by consulting various reference tools. The 
Bibliography of Agriculture, the Agricultural Index, Chemical 
Abstracts, Forrestry Abstracts, List of Scientific Periodicals 
and the Readers' Guide to Periodical Literature are a few of 
the numerous reference tools frequently consulted to identify 
a requested publication. 





When a request from a local emplovee is referred for 
identification, he is usually contacted by telephone in order 
to obtain more information and his source of reference. If 
it is not identified and the request is from a local employee, 
he may be contacted again to obtain more information. If 
further information cannot be supplied by the patron, the 
request is discarded or returned to the patron if he wants it. 
In some instances local non-Department patrons are also con- 
tacted for more information. Otherwise,a notation is put on 
the request, as is also done with non-local Department requests, 
asking for more information and the request is sent to Lending 
which forwards it to the patron. 


When a publication is identified the reference librarian 
gets the call number and puts it on the AD-245 and sends it 
to Lending. If a call number is not obtained for a Department 
request, it is referred for borrowing, whereas non-Department 
requests are sent to Lending to notify the patron that the 
HUubLteCAtLON 1s not in the collection. However, Lf the 
reference librarian is of the opinion that the requested pub- 
Hicarren should be in-the Library's collection,” the Division 
of Acquisitions is contacted to find out whether or not the 
publication is on order.” If it ison “order,"and the request 
“snot a Department request, a notation that it is on order 
iompuc Oh Ene request before sending it to Lending; ff Pt is 
a local Department request, the patron is called to find out 
whether or not he wants it reserved or borrowed. If he wants 
he reservedert Ls sent-to*the Division ™“of Acquisitions. If 
he wants it borrowed,it is referred to the reference librarian 
responsible for borrowing. If he doesn't want it reserved or 
borrowed,it is discarded or returned to the patron. 
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If the Department request is not a local request, it is 
automatically reserved and sent to the Division of Accuisitions. 
The out-of-town Department patron is ‘notified of the delay bv 
mail and advised that it will be borrowed upon request. 


If the publication is not on order. the reference librarian 
Mayirecommend that sit be obtained for the collection. If no 
such recommendation is made,a delay notice is sent to out-of- 
town Department patrons and action will be taken to borrow 
the publication. If the request is from a local Department 
patron, he will be called to find out whether or not he wants 
the publication borrowed. If he does not, the AD-245 is 
aisearded oreneturned to him if ihe: wants)its,,.Lf, he,.wants it 
borrowed, action is then taken to borrow it. Non-Department 
requests are sent to Lending to advise the patron by mail,or 
otherwise, that the publication is not in-the collection. 


When a reference librarian recommends that the publication 
be obtained: forthe: NAL’s eollection; an.order form. (U.S.D:A. 
Lib. 61) is prepared which must be approved by the Chief of 
the»Division of Reference. If he approves the recommendation, 
a delay notice is sent to an out-of-town Department patron 
advising that there will be a delay, and that the publication 
is being ordered and will be reserved for him, but that if he 
so desires it will be borrowed if requested. The AD-245 and 
the order form are then forwarded to Acquisitions. If the 
request is from a local Department patron,he is contacted 
by telephone-and advised that the publication is on order and 
will be sent to him when received,if he still wants it. If 
he wants. it reserved, the AD-245 and the order are.sent to 
Acquisitions. If he doesn't want it reserved,the AD-245 is 
discarded or returned to him,if he wants it, and the order 
form is sent to Acquisitions. If he wants the publication 
borrowed, action is taken to borrow the publication, but 
the order is sent to Acquisitions. Non-Department requests 
are sent to Lending as soon as the recommendation to borrow 
the publication-is made so that the patron can be advised 
that the publication is not available. 


If the Chief does not approve the recommendation to obtain 
the publication, the order form is discarded and the same 
action is taken as when a publication is not on order and no 
recommendation is made to obtain the publication for the 
NAL's collection. 


Borrowing From Other Libraries for Department Patrons 
Before summarizing the borrowing procedure,it should be 


observed that one particular reference librarian is respon- 
SibLetor inbitating: acbion, to borrow ,publileations.,».Thus, 
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when another reference librarian has a request for a publication 
which must be borrowed, that librarian forwards the request 

to the librarian responsible for borrowing the publication. 

Of course, if the latter librarian is working on a publication 
ReChest .ueny iNew tO. 1 dentityed thy heC.),c and: determines, thats dit 
must be borrowed, then she simply follows through with the 
borrowing procedure. 


It should also be noted that when a publication request 
is referred from the telephone desk to the reference librarian 
responsible for borrowing publications, that librarian may 
check with Acquisitions to find out whether or not the pub- 
lication is on order and if it is not, she may recommend 
purchase of the publication before attempting to borrow the 
publication. The procedure followed in those instances is 
as described above. Publications are only borrowed if they 
are to be used for official business. 


The borrowing procedure is flexible but a rather definite 
procedure as set forth on the attached flow chart is normally 
undertaken with respect to most publications that must be 
borrowed for Department patrons. However, the Division of 
Lending performs some borrowing functions which are not 
detailed on the flow chart and, therefore, the attached flow 
chart for the Division of Reference merely reflects the 
decisions to be made by that Division when an attempt is made 
to borrow a publication. The flow chart for the Division of 
Lending sets forth the joint operations of Reference and 
Lending and for this reason that flow chart presents a 
better over-all analysis of the borrowing procedure. (See 
pages 23-28 of the flow chart for Lending. ) 


With the exception of foreign medical publications and other 
instances in which no generalization can be made, an attempt 
is usually first made to borrow a publication from the Library 
of Congress. Foreign medical publications are borrowed from 
the National Library of Medicine with photocopies of serials 
being furnished in lieu of the actual publications. The 
action taken is attempting to borrow publications from the 
National Library of Medicine as described on the flow chart. 
If a publication cannot be borrowed from that library, usually 
no further attempt is made to borrow the publication. 


In order to borrow a publication from the Library of 
Congress,a personal visit is made by another reference librarian 
in order to search through the various card catalogs to obtain 
the Library of Congress call numbers and submit the requests 
personally for the desired publications. On some occasions 
the Library of Congress card catalogs are consulted to identify 
a publication not previously identified. Various detailed 
operations are carried out by the reference librarian assigned 
to borrowing publications from the Library of Congress, but 
since these operations are extremely varied and are not con- 
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ducted in the National Agricultural Library, these procedures 
are not shown on the flow chart. That reference librarian spends 
Bsouc one Halt of ais clme on bis VISits to the Library ‘of 
Congress most of which time is spent searching through the 
various card catalogs located throughout that Library. When 

he returns from the Library of Congress, he gives the AD-245's 
to the reference librarian responsible for processing the 
borrowing of publications. They are separated into two 

groups: one which contains those requests for publications 
which have been borrowed from the Library of Congress; and 

the other group which contains requests for publications 

which he has been unable to borrow from the Library of Congress. 


_The requests for publications which have been borrowed from 


the Library of Congress are handled as reflected on the flow 
chart. 


When publications requested from the Beltsville Branch 
Library or agency field libraries have not been borrowed from 
the Library of Congress, no attempt is made to borrow these 
publications from other libraries - although another attempt 
may be made to borrow from the Library of Congress publications 
requested by agency field libraries. Such requests from 
Beltsville are returned as are those from agency field libraries 
by Reference, but on the backs of the latter requests there 
are listed names of other libraries from which the publication 
might be borrowed by the agency field libraries. (Usually 
the telephone desk has already listed such sources with 
respect to serial requests before referring them for borrowing. ) 


When Lending receives the other Department requests from 
Reference for publications that have not been borrowed from 
the Library of Congress, it attempts to borrow the publications 
from the sources Listed on the back of the requests. When 
Lending borrows a publication,it sends the publication to the 
patron and prepares a charge for the publication which is 
filed in an interlibrary loan charge file. When Lending 
has unsuccessfully attempted to borrow a publication from the 
local sources Listed on the back of an AD-245; it may return 
the request to Reference before trying to borrow it from out- 
of-town sources. Reference may want to try again to borrow 
the publication from the Library of Congress after some or all 
local sources have been exhausted. This is usually indicated 
by a notation listed on the back of the request by Reference. 
If the request is from a local employee, Reference will 
eontact him before trying to borrow it again from the Library 
of Congress of putting additional sources on the back of the 
Bequest. li the patron no longer wants the publication, the 
Beanest 1s discarded or returned to the patron,if he wants it. 


When Lending has exhausted all sources listed on the 


request and there is no notation to refer it to Reference, 
Lending may try to borrow from other sources not listed on 


508 


ajic 


3 


asa.hanar: vere?  eemerdin 
enrages rattevdri tonststas 7 

we wrestrt antes o3 eolaty « 
aaF mhudic 


tat 


-Um-CA 


2.56 


* 


vol: 





an7 


egeprait J rary TUnF gue 









ashy 
ps 


hil i nine i 


oa i 
we med bf % 
psi ied 






\ 
A 






ae 









f° perttiownes el 


72 novrs ef eden ee ae eres oe 


etieasooxg vo? sii tegeqset A 


ow 


Taot 
‘eterno 
: 


4 


2m i 
PSs os Ort aie, 


be 


[0 


OU 


naw? 
“* « JS 


=a 7G 


ort 


sae < 
X 


> i 


Bue ei eld H5botevanve Asad sved éaoteen Lac 


seed avi aeee atoijasildug 203 stesbper 6 
veiled edt mort betesupey enotteoliduq msaw Os 


voutoD to vrerdit eff mort wortod oF sbanr adey 
upset dowd .selverdil blel? vorans vo bs J 


937 gnivrstex stviod etusupex Iatuss pF - 










































Bo: Sindoe 25a oot ‘anotseokiel ie io yank 'e 
19. es-oupyy séond enipaadg detdw ono eee 
 *o evavd LT ene host BSswortrod pac i LW 
vo vot ofesspet eatetnos’ Asie +o sit 
>i worted ot sidan: nasd 2 ox) 


a 
@. 7 


sv ea belbasi sis seatgnod to yrexdht Sag 
; , credo | 
S82 . 


ved tom avsdA asixerdil Bblett yonaps 26 vs 
25am el tqmetda 6m ,a¢exgqed fo yrardiZ 
os finvodtle - setiexdhl +edte mort anoksssti 


[16h worl secdt ove eo beftuset ere’ ei 

»t sottal eff? 30 edtoad eff ne tid ,soheae 
{raked ost selrardil ssdto 30 asiem boseir” a. 
it ‘ hisit yonaya sod yd bsworted’ sd Oneie 
oe cove betell yhastie eed dea srodqeled ame 


a0 
tnamtisqed tadto ody aevisost ynibasd nsawr® , 
d tesd- jon evatl jaf3 angitasifdeg vo? son 18%: ‘ 
ovred ot atomszia Zi ,saetynod 26 yrachT enem 
irpex alt to aned edt aw beter asories BAg ada 
[d4uq aos ebites 22,eo Ti aac idigy & ewortrod | Bathe 
oiteoliduy oft sot sh¥ado 4 2a Teqesq bik ot ts 
ofW sli? o@vado deol vratdiivernal Aa ak ¥ 
oliduq & worwed ot batquetca viivteassovent 2c, 
c¥s-CA me to Toad eft mo bsetall soj7TN0R OGL. 
ct poivtt exoted esmetsish ot Jasupee 
o2 Jnsw yam Sonstsisk |asstuos ; ‘: 
oD %o ytavdit sft #ork molyaol icq ang 


3 


> = i f 
mp4 
: 


ssupsy sit to Aoad od no BSatell nolgadgon @ 
sisi ,sovolqms isdol 8 moet? el Jasnget and 
3 ans vowed 69 Eniyty? sToted mia” 6esR 
it mo asoxvee faneddibba gaisttdia fe ee 
it ajnawreyol ea soriaq edd Il “Coen 
ioxtag sd? of bemteset 26° DebigoslS akyeres 


esotaoce [ig bessau aart gitinet norlW 
tate ot noltasen om @1 staat? Bas Jee 
yTuos serto Mors worrod oF YF yam sit Es 








7 


requests. Otherwise, if the request is from a local employee, 


Lending will contact the patron advising that the publication 
cannot be borrowed and then discard or return the AD-245 to 
the patron. However, if one or more out-of-town libraries 
has advised that it will furenish only a photocopy if a 
requested serial, the patron will be so advised so that the 
patron's agency can purchase the copy if it so desires. 


iveswmore Gitticult to borrow publications from. local 
libraries for out-of-town patrons,but serial publications are 
usually photocopied by Lending which sends the photocopy to 
the borrower and returns the publication to the library from 
which borrowed. However, this procedure is not usual because 
photocopies in lieu of serial publications are generally sent 
to out-of-town employees even when the publication is in 
the NAL's collection. 
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Division of Reference Statistics 


September 1962 


Reference Room, Telephone Reference and Special Bibliography Unit 


August 3 September 
Questions Working Days Questions Working Days 
L961 5,364 23 Sole 2 


L962 Sey als We 5,445 ey) 


Bee Culture Branch 
1961 59 x Z3 
1962 29 : 4b 
Beltsville Branch 
1961 1,456 ; 1,497 
1962 1658 1545 Sa 
Law Branch 
1961 1,365 li 27t 
1962 1,418 1.382 
Grand Total 
1961 6.237 6,908 
1962 8, 836 8,402 
Reference Room, Telephone Reference and Special Bibliography Unit 


Total number of working Man hours worked - 
hours - 1,632 i!  3430r 82% 
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hours leave - 289 
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Reference Room and Special Bibliography Unit 
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88 74 ILS dey) 
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65 85 79 68 

a2 38 Si 3) 

3 LO 14 4 
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Questions Recorded - Telephone Reference 





Sept. 7 Sept. 14 Seppe, ZL Sept. 
296 426 
L69 
TT 
S37 594 595 424 
SL igi 58 
806 722 i, 002 903 


28 


28 


otal. 


473 
632 
320 
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oye 
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77 
ieee ee) 
220 


3,438 


Reference Room and Special Bibliography Unit Statistics 
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Questions Divided by Type 
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Assistant Type I Type II . type: Iii Total 
F 354 262 C6: 632 
M ZO 98 i SAO 
R JRsyib E25 2k 297, 
S 118 58 O 176 
Uj a 19 8 Sl 
S 50 28 O 78 
Total AIRS 6 807 65 Le OOF 


Questions Divided by Source 


Assistant Dept, oF Fed, Other Total 


Agr. Gov. 
C 360 S)e) 74. 473 
E 508 Ny) Jas) 632 
M 273 8 35) 320 
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Total ero 186 324 2007, 


Recheck of Library of Congress 
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Miscellanious Data 


L961 

Letters Handled 102 

fetcers WeEtten 72 

Letters (from) Written @) 
Interlibrary Loan 

Requests 170 


Bibliographies in Progress 


Contract Farming and Vertical Integration. 


School Lunches, 
Freeze Drying, 


ttoecacy Lists LY 18, and 25 are being revised 


Slip Bibliographies Completed 
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- 1962 
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67 


871 


Control of Insect Infestation in Freight Cars (72 items) 


Beltsville Branch, Comp. 
Fumigation of Peanuts in Storage (58 items) 


Beltsville Branch, Comp. 


Bibliographies Distributed 


Bibliographic Bulletins 
iiprary Lists 
Miscellaneous Publications 


513 
















paz ated triniserYl mr norsas 


1xoLA caM (emsittl 6¢) svevo??2 at afturtaed to Aoltia 


Sit.{ 


evagrgetd Ai satdigstpol id ig 


) stile .faldayRednl IasizusV bee pate year 


am) ,weoith J Gae8 , asdonwl toads 7 
‘SEpT°D yomhtreay athioped. .qiiesd exeas qi 
east«d Ssasiver yrisd om Ch bas bi i ssahl vist0hy 


batetlanod seidqaervotidia akle.. 
gO i108 Gise 


A a RN 


tert ot no] astal tosenl 36 sae SY | 
.qm0D ,Aodatt siltweyisdé & i i 
yi 


“7e) 


qo ,fsnecd ellived 


anizelIea oidqarsn 0} LRM 
atell yraevdii 
evottsolidus eposnatlias 
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Questions Divided by Type 
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Questions Divided by Source 


Assistants Dept. Fed.’ Other Total 
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DIVISION OF LENDING 


The attached flow charts reflect in detail the procedures’ 
followed by the Loan Section of the Division of Lending in 
obtaining a publication for a patron and by the Photodupli- 
cation Section of the same Division in providing at cost 
photoprint copies and microfilm of publications. 


Loan Section 


Requests for publications are received by the Loan . 
Section from Department employees, other libraries and various 
other individuals and organizations. Unless non-Department 
patrons have special borrowing privileges they are restricted > 
to using publications of the Library in the reading room. 


Because of some basic differences between the handling 
of special requests and that of regular requests. the flow 
chart for regular and special reguests is divided into two 
parts. Pages 1 through 4 pertain to special requests and 
pages 5 through 28 to regular requests. There is also 
attached a separate flow for requests received from other 
libraries as well as another flow chart which shows the pro- 
cedure followed in the handling of new publications received 
in the Division of Lending. 


Special Requests 


A special request is usually one that is received either 
from a patron who is waiting in the Library for the publication, 
or from a patron who has submitted his request by telephone 
and wants to be telephoned as soon as the publication is 
available. Since these requests should be filled within 5 or 
LO minutes, a control chart, known as the "windoW sheet," is 
used to keep track of all special requests. When a special 
request is sent to a deck for the publication, the time is 
entered on the window sheet. As soon as the publication is 
Mace avallable or the patron is notifiedthat 1t is not 
available, an appropriate notation is made on the window sheet 
indicating that as a "special'' the request has been completed. 


If further action must be taken to process the request, 
it is thereafter treated as a regular request. If the requested 
publication is charged out, it may be reserved if the request 
is submitted by a Department patron, and it is handled as a 
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regular request. Non-Department patrons are advised to submit 
the request at a later date if the publication is charged out. 
If a search must be undertaken to locate the publication, a 
Department employee is advised that there will be a delay. 

As a general rule, no search is undertaken for non-Department 
personnel. Publications are not reserved or borrowed for 
persons not associated with the Department. The flow chart 

on pages 1 through 4 reflect the procedure for handling non- 
Department requests, as well certain Department requests, 
because non-Department requests are usually treated as special 
requests. 


If a special request is for a publication shelved in the 
Annex, the patron is advised of a delay and if he still wants 
the publication the request is thereafter handled as a regular 
request. Although a search is usually not undertaken for 
non-Department patrons, the Annex is checked for such patrons 
and if a subsequent Annex search is required, it also is 
undertaken frequently for non-Department patrons. 


Regular Requests 


Pages 5 through 28 of the flow chart deals with the 
handling of regular requests. It should be noted that for the 
most part the flow chart for special requests is similar to 
page 5 of the chart dealing with the initial handling of 
regular requests, except that the chart for specials reflects 
the procedures used with respect to the window sheet. 


If a patron is neither waiting in the Library nor expecting 
to be telephoned as soon as the publication is available, his 
request is treated as a regular request together with numerous 
other such requests and it is not filled immediately as is a 


special request. The flow chart for regulars does not show 
how such requests for non-Department patrons are processed 
because they are generally handled as specials. However, 


when a non-Department request is treated as a regular, it is 
handled like a Department request except that instead of 
borrowing or reserving publications for non-Department patrons, 
they are advised that the publication is not available. Also, 
usually no searching is done in connection with those requests. 
Actually the procedure or steps followed is about the same as 
taken for specials, except that the request is not handled 
separately with a view toward getting the publication 
immediately and no notation for the request is made on the 
window sheet. 


When a publication requested and handled as a regular is 
not located in one of the decks, the charges are checked and 
Mee the:- publication ais charged out it is reserved, but 2 
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local Department patron is contacted first to find out whether 
or not he wants the publication reserved. Otherwise, it is 
automatically reserved and a delay notice is sent to the 
employee. 


If the publication is one which apparently is shelved in 
the Annex, the Annex will be checked. If the publication is 
not in the Annex, the request is sent to Catalog and Records 
eo rind out wheter or noc the publication 1s in’ the collection. 
tere ws Neer tm Ene COLLectELon, an attempt is made to borrow 
Me Eromaanother Library if it-is for, offieral use. . Local 
employees are usually contacted first to find out whether or 
not they want it borrowed. If Catalog and Records indicates 
that the publication is in the collection, an Annex search 
ie condueted to Locate the” publication. "Tf Lt* te not Located, 
the charges are checked again. If it is not charged out, an 
attempt is made to borrow the publication. The Annex is not 
often checked because for the most part only old publications 
not usually requested are shelved there. 


If the publication is not one shelved in the Annex, then 
when the charges are first checked and no charge for the pub- 
lication is found, the request is put in the search box so 
that a search can be made to locate it unless the requested 
publication is a current or a preceding year serial in which 
event the request is sent to the periodical routing unit of 
the Loan Section to find out whether it is a circulating 
periodical or not. 


Periodical Routing 


Before describing what happens after a search has ‘been 
made, a brief description is given here as to what occurs in 
the periodical routing unit with respect to current or 
preceding years serials sent to that unit as indicated above. 
(An explanation of the basic functions of periodical routing 
moses forth tater.) ff the periodical is one that circulates 
Mig LS in circulation, the notation “spec” 1s put) om the 
routing card for the desired periodical. The request is 
meaeked “reserve ere.” and Tt 1s fried an the reserve Eile. 
When an issue in circulation is returned to priodical routing, 
the "spec" entry is observed disclosing that a pending request 
Por it Ls 1h the, reserve £1i1e. 


If the publication circulates but the routing card shows 
that it has not been received, the request is sent to Catalog 
and Records to find out whether it has been received in the 
Library. If it has been received and it is a present year 
domestic, or present or preceding year foreign issue, the 
request is forwarded to Index and Doumentation to determine 
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whether that Division hastthesissue. If it does not, the 
request is returned to Lending and put in the search box and 
a search is undertaken to locate the publication. 


If Catalog and Records indicates that the issue has not 
been received by the Library, the request is reserved by 
Lending if delivery of the publication is anticipated or is 
to be claimed. If neither delivery is expected nor a claim 
to be made, the request is not reserved and an attempt will 
be made to borrow the issue. 


If the periodical routing card discloses that the issue 
has been circulated to all parties and is no longer in 
Gtreulabwvon, tiie "Fequeést \is put in the Search “box! This falso 
occurs if the periodical is one that does not circulate. 


Procedure Taken After Unsuccessful Search 


If, after a search for the publication in various places 
it has not been found, the request*is sent to Catalog and 
Records for a holdings check unless this action has already 
been taken as indicated above in the case of some current 
periodicals. Requests marked "finished circ" are not sent for 
a holdings check because the publication requested are obviously 
in the Library's collection. Requests not sent to Catalog and 
Records for a holdings checks are put in the search box for 
a second search. If Catalog and Records indicates that a 
request is put in the search box for a second search when it 
is returned to Lending. However, if the request is for a 
present year domestic, or a present or preceding year foreign 
Dpublicstion. +t 1s first sent to Index and Documentation to 
find out whether that Division has the publication. Catalog 
and Records indicates that the requested publication is not 
in the collection, it is reserved if delivery is expected or 
the publication is to be claimed. If delivery is not expected 
and no claim is to be made, an attempt will be made to borrow 
the publication. 


The second search is similar to the first one. If the 
publication is not located after the second search, the 
charges are checked again unless it is for a publication that 
is not frequently requested. If the publication is charged 
out, the publication is reserved) If*LtoLs not charged out, 
an attempt is made to borrow it. 
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Borrowing 


The flow chart shows in detail the charge, reserve, and 
borrowing procedures but no descriptive narative is deemed 
necessary with respect to these procedures. However, it will 
be observed that pages 23 through 28, pertaining to the 
borrowing procedure, include some functions of the Division 
of Reference. (See flow chart for that Division.) This was 
done because the procedures followed to borrow a publication 
from another library are carried out jointly by the Divisions 
of Lending and Reference. 


Briefly, when Lending determines that a publication should 
be borrowed for an employee-patron, it makes an appropriate’ 
notation on the back of the request and send it to Reference, 
which usually tries to borrow the publication from the 
Library of Congress. If it cannot be borrowed from that 
library, other sources from which the publication might be 
borrowed are listed on the back of the request which is 
returned by Reference to Lending, which is responsible for 
trying to borrow the publication from those sources. If 
Lending successfully borrows the publication, Reference 
usually has no further functions to perform with respect to 
the request. Lending is responsible for sending the publi- 
GaEntonmmor a copy of it to the patron and contacting him later 
tiene aks to rekurn it. 


If efforts to borrow the publication from the sources 
listed on the AD-245 are unsuccessful, the request is some- 
times returned to Reference for additional sources or for 
another attempt to borrow it from the Library of Congress. 


Requests for Publications From Other Libraries 


The handling of requests received from other libraries is — 
covered by a separate flow chart which is attached. They 
are processed much like special requests received from employees 
and others. A search is usually conducted when necessary, 
but requested publications are neither reserved nor borrowed. 


Receipt of New Publications 


The procedure followed regarding the receipt of new 
publications is also set forth on a separate flow chart 
which is attached. The flow chart shows that such publications 
are usually shelved except in a few instances, such as when a 
book has been selected by Reference for the new book shelf-in 
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the reading room or when periodicals marked "circ" or "circ 

copy only" must be handled for routing in the periodical routing 
unit. The flow chart does not show what occurs when an AD-245 
is attached to a new publication. Generally it is sent to the 
charge desk to be charged and sent to the patron. However, 

if the publication is a periodical that circulates, periodical 
routing must list the issue on the routing card before it is 
sent to the charge desk. 


The Function of Periodical Routing 


Each agency in the Department has a liaison officer for 
its contact with the Library regarding periodicals to be 
routed to its employees. Each November an agency may submit 
a complete list of the periodicals it wants routed to certain 
employees. This list can be changed during the year at the 
request of the agency. 


The Food and Drug Administration and other agencies located 
in the main Department of Agriculture buildings in Washington 
do not have liaison officers, and the employees of the agencies 
contact the Library for publications which they want routed 
EO them, 


When a request to have a periodical routed is made, it 
is denied if the answer to one or more of the following 
questions is affirmative: 


1) Is it a popular magazine? 

2) Are more than 5 persons in an agency to be designated 
.to have a particular periodical routed to them? 

S)i Can Gt be pbtained for $2.30» per annum) ors Less? 

4) Is it a Russian publication in English translation? 

Dp) meas! an dailiye perlodical? 

6a lises @ an vabstract! journal? 


The pernament list of periodicals being routed is kept 
through the maintenance of two filing systems. One igs called 
the "personnel file," which contains cards for each individual 
who has one or more periodicals routed to him. The card 
marked '"(1)'' is a sample personnel card. When a person or an 
agency discontinues the routing of a periodical, the card for 
that person is removed from the file. 


tie other tile is called the “routing file” and Lt contains 
BHO cards for each periodical that circulates. They are 
kept together in the file and filed numerically by call 
number. One card is the "master routing card" and the other 
weenie “routing card.” The attached, card markes,"2"sis a 
sample master routing card, and the one marked '"3' is a sample 
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routing card. The master routing card lists the names of 
persons receiving the periodical, arranged by agencies and 
divisions. Two persons in a division in ARS, for example, 

are Sem Goren winder.a pack&leuLlLar number. If, only .one ,division 
in an agency has persons recéiving a periodical, only the name 
of the agency need be listed with the names of the persons | 
usted thereunder. ./The..periodical: is first routed to the 
person or persons under number "1" and they return it when 
they have no future need of it. Periodical routing then sends 
iis Ac Ose pe rnsonse under 12", 


The routing card shows the call number assigned to the 
periodical.. Spaces are provided-on the left-hand side of the 
eard, from top to bottom,..for listing consecutively .each 
Posiewom Ee wet odicale To ,bhe rieht of each issue listed 
there are numbered spaces with the numbers referring to the 
HnuMbecs, on. the master nouting card. Thus, the routing card 
is designed to show whether a particular person or persons 
as listed on the master routing card have received the pub- 
PeteLomvand.) 1h SO, Lf they Still; have it or have returned Lt, 


A periodical in circulation is: not overdue until each 
person in a division has had three days to use it. A sample 
routing card marked "4'' is attached. 


Photoduplication Section 
Purchase Copy 


Photocopy purchase orders are received for photoprint 
copies of publications and microfilm. Most requests are 
received by mail but some are submitted in person by patrons. 
Mienmotilming is charged at the rate of 30 pages for $1.00, 
or a Eraction thereot, and photoprinting at the rate of 4 
Hac cmenor ed. 5, OOM Vor Ea iunactlon  --uheracot., Form an vaddi tional 
dollar). .2 spurehase ,order 1s processed .as,a,rush,order.... The 
processing of rush orders is basically the same as the handling 
of regular purchase orders. The procedure for handling rush 
@ndens iS not,set.ftorth on the attached. flow.chart for the 
Photoduplication Section, but following the description of the 
procedure followed in processing regular orders set forth 
below is a brief explanation of the procedure followed for 
handling rush orders. 
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Non-Rush Purchase Orders 


These orders can be broken down into three broad 
categories: (1) Those submitting cash or its equivalent; 
(eenae suenecrana NAL Goupons in liew of cash; (3) orders 
filledeternepasrons on ereditereferred,)to-insthe;:flLowechart 
asi tebe .bulLbed'sonders. 


Most requests are submitted on purchase order form LF-607 
and when an order is received in some other fashion, il.e., 
letter, memorandum, an LF-60/ is prepared for that order. A 
duplicate order is prepared for "'to be billed" orders. One 
of the first steps taken to process an order is to assign a 
number to it. The photocopy clerk who initiates the procedure 
receives these orders from the business office. All cash 
purchase orders have a remittance register attached to them 
showing the name and address of the person or organization 
ordering the copy. The order number assigned to an LF-607 
is put on the remittance register by the photocopy clerk. 


The photocopy clerk must determine whether the amount 
SUubiititted .( Himicash +o eoupoms),.is ‘correct of not. -siiucorrect; 
he makes the necessary entries on the photocopy order register, 
which is a listing of the orders processed, showing the 
AVOLiE, SUDinGckied, #ehe. date.when.mai hed s-etedA .@ther notations 
are made on the 607 as disclosed by the flow chart and the 
order is then ready for microfilming. All orders are micro- 
filmed for the purpose of maintaining a permanent record of 
orders received. After the order is microfilmed, the 
photocopy clerk gets the call number for the publication, 
puts it on the 607, and places it in the window messenger 
box where it is eventually picked up and used by circulation 
to get the publication from the stacks. It should be noted 
that many orders are processed together rather than one at a 
time. 


Wien) the publication is obtained by circulation Lt as) isent 
With the 607. to the, laboratony tovbe, photocopied, After wthe 
Laboratory photocopies the publication, it mails the photocopy 
EOwGhe spatron. and wetburns, che: 607, to sthe photecopyitelerk with 
the date mailed stamped on it. The photocopy clerk then 
completes the processing of the order as shown on page 5 of 
the flow chart. 


However, if an order is underpaid or overpaid the 
procedure followed is not the same as explained above. The 
purchase order must disclose the number of pages to be photo- 
copied so that the photocopy clerk can determine in the case 
of cash or coupons orders whether the amount submitted is 
correct or not. If the pagination is missing the photocopy 
elewkwndileates, borcinculation by putting, hus inwaval s,ane 
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the corner of the 607 that when the publication is obtained 
from the stacks it should be sent directly to him so that 
he can complete the pagination and determine whether or not 
the amount submitted is correct. 


If the amount is underpaid the order is cancelled and 
the procedure shown on page 6 of the flow chart is followed. 
However, even if the pagination has been given by the patron, 
the photocopy clerk must have the publication sent to his 
desk so that he can verify the accuracy of the pagination 
before cancelling the order. 


ft the order has) been, overpaid,.a.notation, "return tot! 
mien Eve phoboclerk's Wnaltials Ls put on.,the» 607, whaeh 
informs the laboratory not to mail the photocopy but to 
return it to him. When such a photocopy together with the 
6075ts sent by the laboratory. to..the, photocopy; clerksftor 
completion, the steps set forth on page 5 are taken and a 
refund in coupons is sent to the patron. 


TE the photocopy clerk cannot locate a call number, he 
gives the 607 to the photocopy assistant who is responsible 
for getting call numbers and attempting to identify pub- 
lications. No explanation of this procedure is necessary 
inasmuch as the flow chart shows the procedure and the flow 
chart for Reference indicates what is involved in identifying 
publications. As the attached flow chart shows, the photocopy 
assistant frequently sollicits the assistance of reference 
librarians when difficulty in SIS RULE a ae publications is 
encountered. 


If the photocopy assistant does not get a call number for 
an order, the order is returned.to, the photocopy clerk sor 
eancellation. If it is obtained the photocopy clerk puts the 
607 in the window messenger box and the procedure followed - 
thereafter is the same. 


However, if the deck attendants cannot locate the pub- 
iveaderon Im the stacks or if the publication we yeharged 
Out, 4 Motation to the effect, is. given. to, the photocopy 
assistant with the 607. If the publication is charged out, 
the photocopy assistant gives it to circulation which puts 
the publication on reserve and recalls the publication. 
The reserve procedure is not given in detail on the flow chart 


Because tt 15 SCE FOorehD an the flow chart dom thewmoan Sect Lon. 


which handles the circulation of the NAL's publications. When 
Ene publication is eventually received, it is given to the 
photocopy assistant. If the pagination on the order is 
incomplete, the photocopy assistant completes it, determines 
in the case of "paid" photocopy orders whether the amount 
Submitted. ts suttietent.~.» lfxit.is.a,Vto bes bal hedlinoracry 

it ts, Sent to the laboratory... l£f.underpaids -thes photocopy. 
assistant gives it to the photocopy clerk for cancellation. 
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toaiwueeeswoverpoid. "return to" with the photocopy clerk's 
initials are put on the 607 to inform the laboratory to 
send the photocopy to the photocopy clerk and not to mail 
iio Ee phe | parron. 


Orders Submitted In Person By Patrons 


Orders received in person are processed essentially like 
orders except that the procedure of determining whether it 
is underpaid or overpaid is unnecessary because usually the 
patron has the publication to be photocopies with him. Moreover, 
when the patron makes his payment the photocopy clerk makes 
Goreainoat that tame that it is correct. Usually the patron 
is requested to fill out a 607 if he has not already done so. 
After receiving payment and the patron given his receipt, 
the order is processed in the usual manner. 


Rush Orders 


Ups crepsmeaken tO Fill a rush order are basically the 
same as those taken in processing non-rush orders, but the 
sequence in which they are taken varies considerably. A 
rush order is not handled with other orders and an attempt is 
made to process a rush order immediately. The first step 
usually taken is to get the call number and have an AD-245 
prepared which is immediately sent to the stacks to get the 
publication so that it can be taken personally to the laboratory 
by the photocopy clerk for photocopying. Regular orders are 
taken to the laboratory about once a day to have them micro- 
faimed. On those Erips he)-takes with him publications to be 
photocopied for rush orders. He may have to make a special: 
Erip ett he ws mot scheduled to take the regular orders to 
bhe Laboratory within a reasonable time. ,I£ time permits, 
he may begin processing a rush order before taking the pub- 
lication to the laboratory, but most of the processing is 
done after the publication has been photocopied. Since the 
primary difference in the processing of rush orders from other 
orders is in the sequence in which certain acts are performed, 
and inasmuch as this sequence varies depending upon the 
circumstances, no flow chart was prepared to reflect the 
procedures followed in the processing of rush orders. 


Inquiries 


Inquiries received by the photocopy clerk regarding the 
availability of specific items for photocopy are processed 
as shown the SAP RINE flow chart under the heading "Inquiries 
Received, etc. 
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OPTIONAL FORM NO, 10 | 
5010-104 


UNITED STATES GOVERNMENT 


Memorandum 


TO : John F, Donoghue, ABLE Task Force “DATE: September 7, 1962 


NATIONAL AGRICULTURAL LIBRARY 


~ 


FROM : Blanche L. Oliveri, Acting Assistant Director, Management Services 


SUBJECT: Space 


In reference to your questions concerning space, the following figures may 
help. 


Item 1: Percentage of collection which does not have adequate 
shelving. 


We estimate that the Library currently has 1,200,000 volumes. 
Housing seven volumes per linear foot would require 171,400 
linear feet of shelving. The stacks in the South Building 
currently total 87,240 linear feet. The additional shelving 
required to house our 1,200,000 volumes is 84,160 ‘linear feet. 


Item 2: Square footage required to house shelving. 
To house fifteen volumes per square feet of space, our 
1,200,000 volumes would require 80,000 square feet of space. 
The stacks in the South Building currently occupy 39,160 
square feet. Additional space required would be 40,840 square 
feet. 


These figures reflect current space needs and do not provide for the twenty 
year growth as estimated in our budget requests. 
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Division of Lending 


Statistics for August 1962 


Loan Section 


Requests (AD-245) 


Specials 
Regulars 
Total 
Loans (Pieces) 
AD-245 
Photocopy in Lieu of Loan 
Interlibrary Loan Borrows 
Rapid Copy in Lieu of Loan 
Total 
Periodical Routing 
Total 


NO S Reports 


Currently Charged 
in Care, (Periodical Rout.) 
Not Currently Charged 


Total 
Reserves Made 


Maintenance Section 
Bookstacks Unit 


Requests 


Specials 
Regulars 


Photocopy (Includes paid and in 
lieu of loan photo and Rapid 
copy 


Total 
Searches Searched 
First 456 
Second 543 
Special 15 
Photo 374 





Totals 1,418 
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5,042 
5,340 


10,382 


340 
243 
2,244 





2,827 


256 
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Found 


144 


268 


36 





I 


ac 


vce 


ens 




























mri. 


mae 7 7 7 
ntol to weld mt yqountodt 7 “st 
cwox208 R60) beth 

weed Yo weil ak vi ren 9 


Latel | sia one 
| BorTUOA Laotbobist® = 
{stoT dl le ite i 1g 


etrogen2 01 


poyradd gai ™ 
(2008 teakbos tel) V9 ond 
bested yLinoz wd Lele 


Later’ 
. ‘ re a, 
043208. patna ihe wae 
Es rt } Boe eS Le 
y ates 
atatoegs vi 
ernisygod aim ' 
\ e2m 
ah goa bleq eobulsal? yqosotomt | i 
biqes bee oforiq moh to woke o, 
LatoT | : : 


boa2ee8 
dep 
E1Lz 
ca) 


#VE 


Sib, t alssor. 


eit ae ae rege / ite PE ys Mi RR a +f 
= = a Ag - z i ‘ r ; 
= — = C Se — su ah oe 
< r i far as m= 
RE a aetna ae ehicl MASTER. - . 
re cae . =< i ae ome 7 sa i ae ; = 





PUPS CS ER VT € ES Hl 


7 MASTER 
i : | i 4 
LOGIC FLOW CHART | 





Division of Lending 








Lap pmnrretw e 6 


é 


0 
- 


‘quai Mom ered A 7 


“ulénet tO nokebeet 


= 


y 


} 
i 


petal 


See eetin Srabaa RR TaaitS 





ck r a ——_ ~ i iS 


MASTER - | 
LOGIC FLOW CHART |, 
Division of Lending i) 
page 1 of 8 









foe) ae ; . as 


AK 
ReaureTs 1“ | wre eee 
| 


Reeve . 





iN DIY0 FS 


q AC oe 


frotoc oe 


Pan 
oe | 

ae Puechase | ey 

; { O: 


: RDS PL 





ee Pet eee Sel at Tete aera 


| ‘ia ‘ | 
A. i ieee tre eae i, 
’ 1 
; j 
7 3 
if 
3 


| luQureie S 


} 
QE sPrEeciFic |; i : iH 
: | 
ire ws aay : ; i 
‘ 





PHRoT oe oA] | a 








a ee meee cnet re ee 


| we w 


‘ PuBhicatvors | ) oa 
; | weacive D 


SIL ee ee a4 


| 0A D> 
| Po | (eaaty a AES 
ReTruewved 


f oischarse } i 





tye 

| ri 
han 
Ted 


i 
ty 

“e 

“ ud 

: ‘ 
inert o 





“— i. Nake baer. re ‘i ; 
’ a ere a Dear) * ) + af 
. . hom pe OP oe et ate 
| 








mr 
} i ew 
cn : ve is Ld 
We eas ee 
o 


rie - MASTER LOGIC FLOW CHART 
Division of Lending 


page 2 of & 
4 : 





i 
1S Beecewey |} 


Ge reali ne, oF j 
ANGZING TRY | } 
TO GET Pu it : ) . 


hin Sre Idan, | 
Vy \ 


[Por Class isa) 

TIM’ oN | 
WINDOW 
Oreos TT 


se : 
. sEnND TO { i . 
. 2 APPReY, ie 


- pecK FoR } 


Leee\ 






















hey 4 Give Post 
cHeck ctF | Te Wav R OV 
TIME ov } OR call ried 








caw sHEEL 








i. OVIS& arn: 
Nov Avas}a wht 
ToTrRY 


% WAX Te es 









































’ 
oS oe soe 
\ 2 wre. oF | 
A, i 
a cumBery WIJNDew i 
; ert te (7™ : 
q 
aq — 
“NW ADVISE wort DISCARD OR; 
i 
> AVA\) 4 RI tAcruRN | 
Te ray jAD-=z45 
Siete Phare fie eda 
y ereck OFF EW 
4 ma rie cm 
Viti>iy shoe’ i [ CHneEck | ge 
i+ Aviso j it } 
KO PAT ten oF Dey; | 4 NNEX i 
| | | 
Bk peur Al DSsesad | 
b, eae a 
} - } js erue WV ' 
evi AorW2qyg | 
ev} | 1) 3 





ITA 4 PT 
EQ 








KOVIS S&S 
OnAtred 


TeTRY Laver 








[Tce sae 


2 « F 


“owed ery 


Weallala ea) 
Ya ToT 


ay ng Hob | a: 2s 
Sug mo ny 10 Hi /— a 
<= Bes ’ “tT a the A ad 
ue ae Py 

“ 


— Fg 


“Ses dGAl 
| 


~ 


a dpa 


Y as er 
bade ik Bo 
a5 M Abas 


| i or Po wi ewe 
ee ee ae Oe a aed 
i ~ “Taw Ps Keds 


ea ale 
GRADE aT 
‘ Frew 

| Ve Minty ye al 


ra = *G em 
A 


a 


4 ] | 
*\° dopmer k aubts 
\ xe 













Be: a 


\Ap-- 


fH Wen wisis ce 


1S he Bye dD 


ine “- > s =.= MASTER LOGIC FLOW CHART eo 
aime ee Le of Lending 8 
Be “RCURRENT ee . ie 3 cal ti x “Ose AS ee a ig 
ee SS. NR Ba) Alte | ame Rouvinsdg + O mg = IT aid Re 
7 [EAA FERay) al {SGe Wyr ciatsl ae WG etre’ 


a Re ee oe ed, 


me 


Yt 7 00 


eee 









i WRT “SPEC” io 

{ nS [ V/ H RoyTIVNS BARD, wah 
MAAR | lApnads 8 Resenve 
i fo Sree. Oe ee ie | eae T i i pRe’ asec AD 
| | ce at a ae ree 
Le ie OAs SA A rsisrapyt 


AS 





iy 
w/ } i ye> } ‘ 
ae AEE eR \ 
poke a Ke oe wean eat nag ayyehel > @) 


i C1 RZ 





Qi s 
sae 3,| ReDceve | | ae. 
= Jrvor Var AECL 


aa 



















eS oe 

) SEND AD-A45| 

iTS CAT. BEE 

iFoA tulpsaas | 
CHER 


ee! 














i J P, — roves Sab - —S as 
- ee Ie = SSesty ec 
a vos | SEAR Mu ! = gs 
7 7 Werte rep (eS | ue 
x i am ee She 
q 8 ANTES Ae KA wee , ee Wi Ns hee eS 
<r al Oe SEN VO a 
ea : Fagan T Lio Se — ; ual ra 
Vv ; Pah eA Caines Ba a = ydfour Sap 
| | eee ae = aS 4 “ ey a eo ate: i 
yor tsrpm FF i ‘ UN “Fre s 
PES >™ Vu = péELATE Dols | NY / via 
ERY TK cof => Pane u aS 4 ee dS “<oplaer, 
ANS rs inl Nt Rehoy a Dl 7 . yO 
Pecrsat, KC SD i 
< § > ; 
is Or vv pa 
S—> 
at a 1s ek ~ Ry 
r" es p a IT & yreare Oy = 
a rs YeEou ele RARE =p>- yeS yo ¥rE e on SNE ¢ Fa 
orATED 4 os ate: 
enor UNek, af = SS ay wel } H ine ees > ~ LES 
a Ge Rail Fini nep < cjAC - GE 


cforms 


eee, 4 | 
Ye | 


oo | can 
ates 


at 
Cat, +anes Sa Yeo { 


CAlRCADY AB DE 
HOlPy Mas CHEE 





Nome 


. 


j Row 





ey 
oS ; i 
SEYOTOS | ; : . l 
Earvatl 3 i 
7 


} 
i 





es 
AOE oe 


- 


+s. 


Pal ta A PRES ~ ay — 
1r Fe ee 2 ae Vii= 
CAT, ¢ a “Fa, Domage ies, Lat 
SSG ase sre ails ee oR PRE se ur oR 2S SEconD 
— VS 1 THE al PR es INS ya Leen fe at an 
Oa. Peal ran Ue 








fe 
Nd eye | 
Ee 2 AY 5) 
‘y oO 
| MV Nes 2 
1 {/ lye 
iP 
“oy a =<) NZ 
: pa ite : ——— A 
eae v Or ax SEV yO | 
ae 3 ” ~ ital t 
rie ae RA <—vy Osi h 5 iy ap + ey TS =t 
Lo 5 aed Cie eee, Pct ie or 
Paes Se GAIL U- Loge? « 
~. Ps 
a“ 








cont = 


~~ 
AS ser ee SS 

Ve an CATR, “sy 
ee 


(a la } “ 


Oe om 


















st 
1 my 7 
. ( } Wie ADS : 
7 nom 
' Bee a 


na | Mea amen 
BORD! ys = a ; 








ato 
ja ao aa i 1 : hoy Tae ie 
ieeeemamenmen, 4 se 
eS 





‘ ; , Wee ‘ie 





4) | LOGIC FLOW CHART 
ae Division of Lending 


PuBberrist] page h of 8 
ReQvuetiTs 
Rev atv Oo 

FRiay oTh eR, a 


a ice = APIS S § ; eps ae 
WOE1TG fe O52 
NZE OM A Pre te 


; 

os fate : H 
SET eee Io, : { GwG hh Gok, 

. H 











bjt mae S ; 
ES at oF sd SI | 


PREPARE Aly24s} 














1 AND Srame i | | a eee, 
Nea oo ee Ps [cee OFF | 
™ Ef? i Fle fs yes ; ais at tsa eacararie 
re es | a ead ate ee IWIN PEW SHEE E | 
if ae es lt Aovise 
. P eRe it Pay 5 | PAT GA Li Be 448 i 
na Classe, M io j H ay) 4 
j ' |e AE Se 2 
TT tie ed er | 
Wipe Pow sHuel } 
: i 





nea | 


Anh =) | 


Coup Pn. 


a v 74S 
Ni sud } 


etn Mott Narn ie Fm LA Pet "Un Hen yn PhP a eaten ert en 








0 aoe nn NS 












0 CRE emer | es 
eye 
Feeavical | 
| Bust Ty 
| 


See | 





"G\V a eu al = 
ieee as nO 
shire rvixe = 
i Ty Mane CCRT 
Da ke PROPS R Poe; i 


HAVE oR | 
WA RET | 
eee oie 













em. eoiecties 
Mae Ea sod 
CPF ya ie ae ip 






$0 ATAUSS 
PrrvReeo 

hay mere RS 
BY Aw | 







wNeYy 











iT ws 
COWearien’ 





wormed 





SY 





—— 


fi pis eAAnnd i 
Y er \ ss 
QeTwav | es 
eet 7S ere wo 
i et 





Tho “i 


Bi > Bee 

fo aoe ; 

a 
ya Un 7 ig 

: 49 ai mal 


« 


Poe i 


PoMe We 
‘ : fa t2 


—; “tSaeds) 
; oe ee ze . 
1 « shee whos 

7 = 29 


‘cleat 











Sere eee ee se == 
Yutonsse IGRVERY { 
n 
Four mioroce ry } 








j ; 
| Dien was TD | AS A era 
pa en Ae : ; / MPESSEHEER Say Sg PS i 
FEY TARO TOLL MS i LyrogGer Pu) ‘ | PRUTUSOORY ‘ 
e fern : Ll aan. Stacks} i fe bo street j 
aes ——’ i. toe mn ioeh 
seen NI tana! hres SENS 





eee ye? MARS 21? 
eg ites Dv Fj & oy 
. S - 5 
+ABSIA A 


| PUM eu A 
Shae | 


oN eure 


P? AP Oa 
ut Aart sy 


Sal my ta dS 





K6VER PIT 


ew » Ss } 
pice 1 a A ee ee 


at 


ww ics X rd H o s 
ae ita ee RENE ASS peters ee N 
<tenakeray? > conve R 6 
ae Oe &G 

a _———————— 

l7/ 
at ee 
Put Anat t+ } 
AAW ER, 
PAY et 66 oe 


face 
| PAVE Gor? | 
Fur cNAICRO 


|For Pin S 


aaa 


| pe ra LAG ; : 


———— 








— 


as Ue ree ce 


SGU sicooln IMDS RAD Smt oe ADEE SS 


Neem tk 


a 


i 





MASTER ; 
LOGIC FLOW CHART 

meen Division of Lending 
page 5 of 8 








Recalil+ 


RESERV 
XWHEN Pu &\ 


Yur a 


Comes JN 


IM win enue 











We 
1 
Ke PuBI\ 


(~0°7 witr 
iNOS Notice 
aivcwyrd 
PROTeO PY 


Foun? 
Pr ee 


Nee 


Ae} 





er ne n 
Ric oRAang— 
ews 


* ges 

Oa ae 
{ 

SS ACEH! 












| yaeiwse 
| 
i VUNSECRAHIG 





a 

FuvT AAT, CR | 
0a il a 

he 

aGae YIAN TO j 


sp ie — Ee ovE Rk eriDP 







+ MITA! 


INiVIRIS 
F yt AN 
Lr 


CoRrve ty y 


SEND TO 
LA® fo 4ST 


pen Oe ty 














| Cc | Wo “er 4 7 Aer “ao 
| a VA Re TOA IS 
i SA F RUAN Protecavets T H 
i ; zoel ele i =a | 
| 
NI See renee, 
5 4 ees 
, eee gearing npoeaneanoene } 
o [ae mwailsour 
i foury + BeTuewS PHoroe ory 
{ 
BOS) arc wr oF Oca) PY | }] CheRA <on elore$ 
: i | < } ne | 
Cyr ~) } fejapm a ta AND GENUS CORY 
Give 64674 f be ; Sheet: | 
tT ¢ i ane se ticrte ac H To RPATREM wit | 
os ; i if 4 RE a ee a 
1 PN oroeety as —-—_--——--_ Rio Fua Dv { 
— in, Causes 5S 
1 PSs cTAnt | 
{ 
eee Nae ees 
| - 
CT Gere < cel: i 
| Sh pisesioe aber 1 sa S in TOK KAS Pe eae 


ae REF, 


fay if 

tMEV SAIC 

Joo ls - o went la J¢ 
IT SAH NO Hato cre 
TGS fryi fUe, Vi eT 8 are 


nee Sees | 





| 


ee eS 


N“N 
[Sos > 
NE ? 


ORT AIN Et) una 
aT 77 c S 
ca 


ae 


RETURN 
To: 
[per ecoiy 
| Cle Rm ro 
EIS Wed wl at 








PB 


iv REFUND Ie 


(PAY, SVeasitriz} a 


O44. 








So oGw T Pu 


OS eS ne ee Ne era ee NO 








— 


Cou 4 Pere 


NS en PO eet 


ay clan To 


a Set Sn 


wd IF Pay men To 1S connec — 


cancel ver 
ASTURLH @ roel a \ 





wus 






PONE ISIN Me I A AAD TENN ne Ve NARS ORE TT EN 


My 
w 














ar’ a 

»~ @ “ay rr ae ee ba 
; y 

- fel eater 


(a 3 


o- Rie Baas 


j Yes seg 
a Moiloeay (ee 
; Ale seu 


SS SE: 


“es 
ne Tat 7 Ch ny a 
‘ia shea + “aod 
a 
to Tuna THO | 
feviaie TP as A Pe 


4\s ASS om by Gjnheas 


RES, * 
. Doe Bet 
oe” GRoie Ae ret] © 


Magee Co bal ‘ 


IAL Pes a 

The eh Naa, 
Ame “Ty, : 
ZIV AT 


ae A 
Ves 28 | 
> 7 
Vv aoure bat 
TATA See ~ ae 
i ee 
46d, > ASRS 


RBA! rte +I. 


lenctase + cicay. 


1 
bu line ar : 


ie. 


“) Caras 





“ "19 aTe FLOW CHART 
Division of Lending 
page 6 of 8 





F F : 7 
: [Yaurmie% 
QeeEive rs py j 
PAoecerY IER 
i 





Re Avail Amy} ir 
P oF Sfercizi eS i 
















































9 mAs Ken Pn ecopy! 
ni : ' 
pd [ean eal + 
, Nes, 2 Raf t 
4 “Sa, ao iaarl ru Tatae a! 
, pages + ¢ RSS siTA-A, i | in Se ui 
call, Vo NM ; ain fiir Ss Sabie NIT Ss | 
eBTAIwe aes TAREE SHUR Y i RTA eG IZ eels Y 
ee Ah ea “wet jm <ollectan 
So NE te yaven ee i Se jee i ‘ j 
{ For Cri! po, j 5 i 
yes sy | 
Leeman OBE oats | 
PHetéco py | ) 
PeeGleTrrra tC | 
i Fo \}} Ov o> | 
. @ ZN 
4 Paruce sua C 
i a ae 
is — > aol 
Porm pr oN Hei 
JWQUIR WY PREMARE 2 A ee 
} glare tes ha Bes} 
a SENT TO nner 
a | Foi ia aes ies wl | j 
f 5 : + 
LS gg or 6cory ASSIST, cance} +May\ To | 
7 Fie Pelearnm po PARKES InQuiny | eee PATA WITTE j 
ie 245 Aa AS 2] E eee aes [NOTE “WoT PRESENT Y) 
, PRE Sates Noam Tre ceDRE = : javalaale, TRY 
‘ Toe bea Te i Lae a H 
a Y JES ie 
_ | ee : 
Hrcis Pu | } piar< Tb ala | 
AGAINGT Nae! | } yeas 
R su PPlyus a S ' Fatlaw S 
a PAGIVATI Oi WE { TRAIWTR 
a ; I on { 
‘a ee ni A Sat 2 
. ie PARrvce hire | 
q Quyen Paice S 


oN INaSuyay CR, 
| <= Pe AAT E SNerT 
oe PAPER ) I 








te —~ wa 
i ia vera on , { 
pHevocoryY Nn oye | 

; 











Any? Suerl yf em 
Caz > Ie ; 
i 


By ee 
ete te), = 
jJAvVORSSS THE 
enve)ore, ee 

ej) Fat yl aw 





iF At WRO= ee: Rag ey 





PAFLI 





b tpl: a Peay | 
; at? eS 
VrevRey) Butea F 

LMR EK AAA 


is 4 nd om os 


rT 


[Tae ay a | see | 
ge et 5 ie Aiuto 


viet tee preeeeeye 


chon OT Th 
& mo. 1 


(ictada vs oa remy | at. 
i mt p ~ 
~ | vane EMT My Airtel oe 
eee < Pye of’ * ‘ 
7 oe é Vat wb crea et wt Saree 
“at aod (6 
Ta ie i 


2 


yey ov 4 fr] Jorn 6 j A, 


ro od 


“Alnfeur te ea | 
ates bined rensitetns lay bean paleo eal. 
‘ 1) alt eer 


ee) 


re sare “ha me 
Aid yee ry Oe 
“THe “ST ates Be 


_. waning” 
Satuy Ytooaryee 
=) Yissem Sa 
wt ey ad 
te Sere AS A 


; ok faa 
i “Thaw Te a 4elewae 
he ete al lie 

} Pugity oPt~ lnay a @ 

















LOGIC FLOW CHART 
Division of Lending 
page 7 of 8 





;Re<s VW) 












INtTRS i 
Lene, CI I 
LS eee | 
: LARGE i 
att iota CRARGE 1 ate ye 
ae 4 ~~ N o NV Bee bien 2 MS ITO ABER! e 
Cape a | mS S| AEE o FOR, AWAY ET 17 re | 
Movie Ew Poem, 7 ow pisea ci } 
re \ a pea ces 













Bec | Fee fede NeW See. Peer eee, am 
Parone | { AT AIS 18008 a prey Vol. N09, WAVE | MAE Ee 
|= i t oht arn hae 


Routin 4 
CARD 


2aq s 
j 0 


Ree ATE Ary Paes 
PA ows THe ane 3 pat > 6eGEC, EN > pel ciReufared 
tel eo ae _— pica) Busting jae CX Gueni Co) 
JARS | fro sere VT 


‘ 
{ 
} 
| 
if 
i 
i 
j 
t 












ee ee 








ff 


N : 
\T INp@RiCcATE ~ wv J SS 
we =< “eyo i ~ 
wot Pe ALA STE See 
if R CARD Siroyw leer G 


é ; : 
SomZzowf Ts Fc a a 
wheal |r hae ; 
“aly ot WSLCAL 
“Route” 












dN, 
~, 

i “ 
=] Ox 3» 


ead Dei MAW t> WAR ANT. KE 
hearing pote a 


ae 2: jee ead cal 


) 
ae DN penis | 
CARD PUT VRE | 
DATE AMD GET { 
THE RAS AVs RE Q.; 


Ppym QB eskys Piel 


Ain am em 





Gwe Ves 


Puplicatyan + 





) 
: 
i 
A ie a aa 1 


RESERVE ReEQUCSi 
+e CPARY © DES 


{ 
} 
‘ | fc We VlAa TH 
j iWew CMAN 
low Pyrste 
\/ 


’ - ae en Pers) 
HaANE IW sheaves 





lt waxe APPROF,  § 
ENoraAtfow o FV ? 
Sesh ca ene ee et 
joutTiH#Q 2AAaRD ; 


a rE, 


543 








} 
U 


— — 
4, V ret » baie + 
a | ie es) 


# P \ 4 7 ~ 
, dua 3 200 Wa er 
ware pute? fk “FP SI7N68 SHAT wo 
'* 4 [awe ney i 
Aw “ST 4 
aes er 


a 
“" ema. 
Pay A VTS AEDS 
oT OF oe Se : 
a nn a pe ? TAS we 
: Vito boa 
Wretee une 
’ 


sry 


* 
me 
— ee 


AN eae wht 
wt abut 


NY 


pov se TX awn 
284°, 34a} 
A> Wet la TS 


TArns sony rs) 


Lescaestipdstiryseasinjetiemmetilibe el 





, 


. Sines MASTER 

7h ves ~~LOGIC FLOW CHART 
Division of Lending 
page 8 of 8 








ledelye 
. A. 





8 
faseanca se {VAL YZ Su ws FA ! 





IZ 


| Ste pwr 





Bs RAtwe Bj 
Posse Por ey | FROAN 2Yo avemann } 
ia a j 


asOret 


Sar eau 
| 
: 


, Ye? i 
vie - Ue > J 









Z eas p Bec 
“(35 ZS nee NV MAS BE ID Cris Werks IT MAAS ED 
- 2 A > ; se J 
aoa saree (= “RESeare Cl1AS FR et Ae V4 
“ Wa p ee 
“GRRE & > oe ~6e ! OR Zs OVER DOG > 
“ATER < Ba ; 
O¥sS ke 
77) i 








Atp-= 4s + 
HAVE Pane) ent 


| eHejpel | 


ue ae S 
SSE. Ww 
2 pe RS 


SUrPERVIHoR, polos 


CHARS SC 





i yes 


ZOE NDING SY 


Reaves 
Couey 
7 












TR eS 
1 AcSeave 


on I ie x renvin 


| wove Sy es 
[VEnNS. O REFALC=At 
—_ 


ye 





Ap-245 FOR 





ce aS 


u7 \V < OF 


ee ewioe ee 


iat ANY STAM? 


“SNAG” + DATE 
ae ae: 


ne pus raaanae eG 


| 

i | Aie-Z4 > vs | 

SeiveED { Nee | 
{ | i 

\ 

t 


\ [ANY sehr Poi! 
: | oy call PATER 


| VYROPACE \ 
| 


i 


a 
mh | 
2 | 
= | 
| 
© 
j 


\ 





> 
RES 
' 













LT NI © ee OLSON OL SERIF SEL EA un en ee me ee 


PNR een at a aaa | 


j | ox wae A ae 
a (a eee 
PevesiAnGe | 
ig cnHARS } 
ok FR | 
one ’ 
SY 


APTEARA 


ASOT ot 


ORIG eal Se 
enARQQe Fotn | 


I A ae 







Sia 
Eventually 
Léon Te P 





Su 


Pa ns 
é ‘ Pa 2 
'O aRAM + ~ IRA, FE 
A Poke 4 hS4> awh pee err 


” + ies ‘ “~, * 
hil deal | “< ws =< Bal Tain at «tee 


a 


— nie 
7 th Teg ~ 


oN VW 











mene ee ae Lt sss RHOW PROCESS CHART 

















BURL te SRY fC ES 








FLOW PROCESS CHARTS 


Division of Lending 


2 





| 
! 
i 
| 
| 
i} 


ay to) i 

IE ICATAS | 

AN ; 
¥ TATION 
vig 













§  jeweck me | My ee 
iCUR KENT is ane t J “sHE RE a a ee f 2 


eS ale te See ye A errace 
ThE Puls} catiow a. 
Bos ek ma 9S CHARI OUT: 

Al} No, caMNIT we OETA CD BE CAVA 


* 


gy JSNoT pr Salen {ec is pred hy Py oy TO fase ous FROAN sik 












7 ie a 
Fe WN a 1 se 
+) ee 
A 


ae ee | 
“eo7 vam 


4 ey | 
I vy 


rs 
ENMAlio panbort ve 
cilhimnd to netenvie, 


a : 
- ’ 


i ve 7 A ‘ 
' v, A 7 | i 7 | 


é . , - iy 








fal a 











Pr Se sets e FLOW PROCESS CHART 
e eS cpanel cern ete content Division of Lending 
; page 1 of 1 









ee 


ireocr vo? 


bree 


7 
winiwoy 





ee Se ae a 
eager ener i treet er ir 


; ; 
are eee | 

(7 ay carro hd 
} 
iS ct ie 

Wirt FHS 


aa ‘Ap ene aN? s 3 3 


a 


pe per 
eens) Tai Tiss 
7 he io } 















ee pond ie apr ha 






es ry Be he ee DY 
Rey Sia w en, F<) i 
=e es g crn RS 
aT | 
oa : ec 
* ~ “ - 
VA 





Pe : { é 
Vics : ate 
we have ONES ile ogee { r 1 
Sy { jWHes INFO } | Remavie | : 


A call ety Zw . be yee I Pepe | 
<3 ; way Aco Pe ant : . : 
ae KS H TO CHAR EL | LAR ID Used / 3 

i Fes t TV ee 


t bine 
f ig 














eet 4 yaé ' 

ie } i A 
wit i 

j . or 

fe pis 4 Cate. aM 





loose muse 4] 








































2 
A 


rr ~! —~ cs Ss An je 
when! Reremcrs 2 Fon fur 
boers THe call PH ERRBSW EL OY ess: A ersaAaws a v? | ee chicaryen) 
Num mo 1 Rebus ~ Pac, get, Cte. Gaye ae ai Poe } 
Té)u Ppeteo Abas ~ Piaee 0 on THES 





The Ayres 4 


ee ia - - : 


ar a. Ses Marly Tr 













t 


us ? ARS Se i ae b 
re ; a ; 


: Ski ‘- Tie | cee 7 
Abw2.+] lp aycATioM 


i? ' | : ‘ 
"sein | a 
4 ' 


ee ee, Vwi ow 


ce een eh more Cid sem 


MARS NOTATS OF | 
oP ASSIFICATA| 
Nemec cR Anv i 
SEND NOTATION 
win te WF 





ee 




















ad) 
























i 









a Vv 7 ; a nt 


Eure on THE ; By 
[wert Dawe 242T Vast an vie Per on 
* Aten - Jurips Lee u/ 





ad Pyro ks in y jis yi wo) ee = 
are ciel, ho — us se s#eoT THE 
Ate Ime See fiyote MP PANT es wet yaa ea 


| Py eA (ae RR hoe INorAT/ ors 1s 
RKewive 






Ei 





Seno Ta, 
PECK A, B, oR | 
fe, AS APPR, | 


| Py ciew mary 
—o A gerne TIO 4 


wan mow ptt 
a Ae 
on kaonte o EN ee 
e welt a 


, we 4 4 
‘aa re) ; 

. s 

' as —— 2. ; -_— rv, =i 

were “po” | 

ten Ao- 245 ; 

| a i 

AND JP Ties } 


runny ARDS = lcreck THE | OS inva 











cges) b> ‘ 
hi ee, Ia 00 5 


























o Files Assist, ees ce peven BPA | _“ppe Re A Sas a 
Mer tale 1 we 1 enniaac : 
whe Pate) ents ae 
apiece 3 fee ses oul; 





Ht No, cANKIT he Crayne wD, BE CAVA 
arian IS AOT J a6 seyieA ee MAY TRY TO. BIRk OM FROAA | toy, X, 














| 
| 
















ah 


uy , oe een 
i) oN vr re ) 





‘ 
wt ww! Aoi 
Pee for ‘ 
lad ig ry “Tt 
G4 > =», ot sally als { 
r a 
oy ne ' 
oigee ARS 1 Se ae 
] . &+% ehh uw) 
Seer es 





2%, 
4 ‘J 
j 
\ t 
> 
‘- - = 4 
* ‘4 
- 4 v 
‘ a 
x i 
at? 
ct | 
Pa 
. al 8 
a 
bs ome 
a 
abd Ge r; 


aye hcate | 

77 TPRAMS “Moa Mire! 

g ArT >) pu ve K 

A Pr eit ba es - 

‘ Tie PARIS OF | 
Vee A eee Mei 

-4% Ve aC sae oP, “we "a cae 





















S PecllS-con rived FLOW PROCESS CHART 
a =e Division of Lending 
page 2 of 1 





| STAM BACHE OF 
Ave ~ 24S wvert 
SEARCH STAM, 
PATE, + INTIAS 


eee 












[re Roces| Royring | See 
. a“ ‘ 
PTO eae 4s IT oe VT Seisaed jv 
v HIRE LAYS Sis circ” oR sl I 
| / hin Oe al 


jis PRESSE. ey 
me Ee 
Qn PAS ohg 
Yew R cxelnl ai 
Ip 






















ee Se 
Fie ETE ONSET oa | ‘ f 4 t 
Sa Sainte Leet ON WA elt | 
mare MOA TES ft } ba 
= > & NI ops H A ih mA H Se eT Paya oar 
| the Reg! yo case, Neat | | : | 
BSeR Rowe rR TO we ae, Nee “ Ser ee THG 
Te tN Mot se ET ia # ; 
3 SOnTACTEY By | ante Po tater 1 | 
4 mae | ] yee y s¥ “ee 7 oy — na ‘ a a 5 
b clerhanue SNPS E> N/T Tr i Rex Bive My 
poste r ' 





Se eeeek 





ae 


. oo INA KE ww oArrey 
a SEND THE est F, Np, +s 


O)neszt F, Ny eSenue4 


4 an le- 
(a lg is a IN ovate aj 
TRE win psw/ |} TAE WiInNDow/ 











Wis Ota Wip pga 










) Es aoe ELT TRE DMS 

q hist GA NOT ATOM YS 

‘ ee RES Vet t 

: WIN Sel SHEGt i tH 2 ‘ 
Tate Fras WEA |} 


Ab=zHs ws 
Recenn p) 





cate i Ea PIN VSE Dom Fowl 
THE Fo FEV ICM T/ Ny i 

Be Ww tHe 
ANNE K 















CHECKE f> 









DISCARD 
Aw- 2445 OR 


RETURA 3 ah 


YE REQvES i 


42-245 oR 


ws 
ye 


\WAtly r i a 

















Wea 


ot jc tA 







Ty eS 
PoRBower A 
PRE pT, , EmPlo’ 









Fo waa vt 
SER RCHED P| 







POVEE wot 
hegareD TO 

TRY RATER 
T DISSARD AD- 
FS OR ReTiaAy | 








x No LONGER 
TREASO ASA 













| 
sa 
Wis BA Aw) 
9 ltntat > of Arann 
Si les cane ne 










al i 4. : veda nyse a*t 


| 
{ 
t 
ie aan a 
| . J 
: . - - . - 
Hh a) caidy 
| uf Way ChAT 
, oo Ts 





















FLOW PROCESS CHART 
Division of Lending 
page 3 of hl 








WRAT GE oN ae | 
OF A@-24S 
Sales 7) THE CATS 
CRAR ae OD 2 


TIA \s 













ey 


Fur aN wise 
SHEET NEXT TO 
: Clase ree, Me, THE 
> goss = Oe 
Bctagte ia wreterr aly | Twas Suityt ~ 


“ Ss’ ‘ 
Log wiwpew | Lah eee 










MARE ROY TN OF 
c[raalere, Na on 


roar i? Wee Fore 
Nee jot 


Foy Pe oe 










Bll | 
“Bor Row Ce TO ee 
BE Con TAcTED 
ZY Tele phy 








on rr te ee 


| novise Pea RRO WEN, 
i 
if TEVE PH wiem 


om | TAS oye 





AD-245 
}S seEnwT TO 


pielientront I% . 














CraArGe DP Out 


THE wINDow 





NOT Cone” 
ley AS eer 





paoee 
Sos 
Pork Rswa = No 
ye ope em peatvboyve& 














Poe 6 Nv Virco i 
chee tT NEAT To 


Lae ‘3 2 
’ as on 
aAssiF CANIOLS No, 
ieee TIM + WPiTS 
NWeLCS at ae | Aa 


on Se Ss Dy saiRi> 
his aes cary No : 4 a y 
“ye wan ih ~ War -245 


fAesErved oR ReTurw 
is pe Pe@ué sye0 



















ee eer etn 






* VO lop cer TREATED #S japon 





WRT OA Pe wee 


ae a Ath 


asn 
+. et twabetale 
: 


alae) 
ve ca 


J yy ' ‘ 
' 
Wee 
ee 
eo omy ae 


errs 
vt AS he 
2) Were 


e 
n 


; 
J 


wey 


] ; 


ip 
ry vie 


ip 


i 








Sutin ss FLOW PROCESS CHART 
Division of Lending 
, page of )1 






















































































| ls, eee 
x ee imere Por on Win cow ADVIRG 
BoRRswer 7 NO See = | SREST THe (S aRA OWE 
| | Sosa > Aer-4F2 ae Ths wHe Al ir 
—_— Teh opyow = +t Ae 87 6 ae wi 
gare Lwinteery | Reece AT win oer | 
yi 
| B) 
| Ei ved Gat a 

’ AV Ise i MAIR HOTATIOY * 
7. gin aan | iF ec} ASSIE, ING: 
I d « jz. : : 
> 2] Pe va\A ¥ ny Adi Sane Tre 
FF Prine i NOTATION Te THE 

WET & ae ie 
a WST of THE 
Winwoew Suni 
THE TIMMS WHEN | 
THE NOTATA OR | 
‘e Wise T a 
: AVVISE TRAY 
P Pue\ 1s net 


[ AVA Ae ANDI 
TO TRY Lata 2 










DISscAR OS 
ADS-DYys 2 R 


> RETRY Je 
ReQue STEP 













=" 4 no hepeeR 
TREATED 
AS a crecia} 
Z 
. 4 f 














a 


ie: 


ga 


a 


as 


a 


ee 


y 164 Tala 
ALK" Weagdul 


ar 


7 


Va ew 





FLOW PROCESS CHART 
Division of Lending 
page 5 of 1 











i : ‘ Sse! i er te y= ou C } 2f 
SEND TO CY oF yy HEE Yo Ole Ps Rane 
Playa Tho <4 } { 


. No jt warvens 
| Sais AD Br a 


i 
| 
| 
| 
| 
ie acai ae le ae 


BePE ARIE Fo 


RE aaa VO. 











c 





An-ads RAVE 
cv) wuwe Dek 
= 











We '& Govanree& 
wITH OTYEAS 
,ANO eh le To 





i 
Paar. & 1,08 = nat ve ait 
ral PYAY linc Hetan Stu Ose ite he Sf cat yy 
ale Agee Ye ea KATO 4 (see | 
aw a | 


a 1s Fer Bee 
\S 7 ite THE | UA Resak 7 
TRE YO Bates | 


LOCATE af) TH 
¥.: 






























ects 


ve sent 


[WHIM Jay 0 
SS == j inert =p Fo 

. A | 2 
=f . C H = . P 
W RATE os | ed CHAP pea Ie 


oN wy <2 4S ' jo £ TA jis gh 
AND iniriads | lresm Pups, | 
(pu ser AY c | 


Y 
eS 2 


4 
9 
, “4 
BS 
= 
¥ 


islye Por it 


Wy “Tedd 4tpd 







_ 


Rweie. 





a ueel7sy 


oe eh te | 






A eS = 


Tame? BACK or | 


i nf 
eee, WAT Yt Ae on Gio) > 4 


—— prc ea Meet . WO } 
en arn, FO | RS 
' ‘ i a i — >. & 


TS Pees) i 
VATE PALA Ad t H Sy AYie 5; ot 


: ice 
{ tT Se * 
| ee eS | ea Se 

SJe= 





£ ete Be ae k 
SLA Re ae + 
7% j 





Bsn yt 









Fae Doreawer-.. NO 


Alexa! & MeL ost 


Dprecd x [> 
Al- 1 ofS é Rr, ‘ e Te eM RON t - < : 
Pie TuUnrss jr % y r ‘ mo . 7 





\ 4 
in oe 0 eae i ‘ y 4 vy Sey ee 


























v ie ital 
esate 


os a! 
ae 


vearl | s; eogeye et *) a 
27 Sy . es ae % stem sea Bis 


\ 
We nae aM Vig aa 


Ao el { 2%. 


| A emeyery ur T, Py 
‘NETS Te j 


¥ ic) 
Tu "| al 


ee 


2 taney] ~—— 
sod —x ye 644 


M : Sime ks. 
see Lee 


Tee ae vn j hy 
RP? Shewe 1 
fru Tae Me 

ty aye HAs Sa pee 


eres fl 





FLOW PROCESS CHART 
Division of Lending 
page 6 of 1 
















? ie Pe an he 
i” Reso 8 ae Pert, En >), SP ret SR Tk eS v 
 , eR ly SS YO A Se RSL AOS eS OS ETS CA ae es 
n ; ee 








—— Sa 
=p O 
Sow re iy pamstice} a =% 
Soe ‘ a Rovtrng Pir? 5 ace talc eet RR ons AO je 
7 | PERI OP ICA | ~HAT Pua! 1S oa 


TROUT IAy 





, 





< i 
. Vv f+ ~ re } 
VWEIMISHED ¢ 
eyac.# ax eae | 
Vv a siyir fo Te Saree 


ge in et Ape hes ; 
stew i 
PT Pitre fe 
7 4 
7 AR DdSuns © cp re} 
; AS APPROF Tb ! 
\pMpISA TOS. 
IT AAS NIV) 








Ae. Be 
“Tee Peel. ~~ ves [= 
RBEEY BE SRIME LD 

ACER RID AG TS 








i FO i} 
Bg coe es VA | wovtse4 j 


= AS < aw ye | 
OT aca rs Poe 







t 
Not yeT 


ae 
AECL VED 








- on es 
“ail ns \t P 
ene 90 yer 
SEX PeCTEO Te BS } lira jveert 
Bra ypyep 








te 1 
Bow Ra we 
& Loca emeoye & 


od 
, 












Fel 
~~ t 


eae 


“Se Reow & TAOS 


we 


| Tele pone + | 2 
bs ler ; a N\ece | Empl yee ~ 


AS BPA 1 


He ways 37 
} 





wet AS 


varity wo Poe 
os colleer sont £ 
Ss 


eS a.) Wott pra WE eS 


WwAATS sa SawAeewad 





Dray 47%, 
|Peve@a st yh 





se Be : : [> 1p . 





- {Fe 3.45 O78 
| ee tww 
be MeesuL 


a Be ed 








nt ' e ms 

r - . —" A 

SO es 
} : ie oe 


j 
1 ey 





: _~ a \asresaye *®. } 


Qc" 
oa a ' 
- tile tiaemtieatie a aa vay aie! Veoh b " aha =. 
tt 2 laeQ “Pa 1 iat. |, 
irvssp 


; ~Jhd Vi i 


>a 





\ 7 rv, a 

\ 1 ve 

Hy | 4 

dt : 

| 

in 

Hy | 

th — -- peering 

ita 

ii 

Wh « 

i 

i) ' 7 

if 

# | ‘ 

) 7 ’ > 
Hi mee ™ 

Th _e . 
Wy “ Ye 
| i : er 
th ae ra : 
' } . ‘v » i . 1 Sie oe eet 
a. ans For 7 ~." 
. Pe 

; a 

- 

*) 

: 

a 

y 4 

ay 7 : 

| 

i: || ‘ * , t 
| re 
| be 
7 

| - 

t| : < 





= - 
1a 7 
. “ a s 
j ; - - 
7 - 
i , 
a i ( ! o.- ' , / 





; / 
CY ian i 3 pay) ne . YBN eu 
fi Paty 3 ee pet Brees icy iE MPO a. * CON Tis to lOc MAIS NY 


FLOW PROCESS CHART 
oy Division of Lending 
am page 7 of kl 






















REMOVE | 
preys To} 
CHARS Ee THE] 
|e is | 





}WwHey? Ye © 
LwEEbé ? 
Chip Reet nS: 


belryyn ee 


Ae-2A4S Ty THe | 
ae ve t ene Cissy ; Ai 12 j 















[ sane ue aS 


} WIS tea wet APVIsE 
1: 


= 


/ 
ry 


ee 


RRB WE 
PRONG YR 


1 t > 
{ oy ee READS yA 
. 


d 







E ade << 
ores eee 2 
SIMSHE OS CQL 
























a? 








wil 
We pave jt 
VYiereD 






AN Guta -TOW AJ 
DEEN wREQLESS 





bed 


> 





pees 
FASS, 





SAV, 


tole chee 





WIN Coy FOR 


PycR-u? 


a: he Stee 
ray xe 


Opese a wt 


Fo j 
epic. via? 


r Powe 
AW pr AY CHANGE s 
ak Caled Sto a 
InNvicAarae 
MS) he OSS + gh raw 


CAT 











IS™... 
THe Cen 
yn =r He <olleemanye S 










BE pe él 
2 


1 - 
YT AM Peri KD PitcTs « 


OUT-OFATyy HD 






= 
ReQvast 




























ee ee Pt ten loath =a ta henry ue" Becoun Sax 
0) FLOW PROCESS CHART = 
Division of Lending i 
page 8 of 1 

















Pet THE Aw -24)5 | 
BACIS [TES i 
SEARED Box Eoe! 
A SECENO Seach | 








iW 


REMeve 5 
wir oTecaA: 









FRuM Seve 4 


moxX eve Sean} 
SeARr=b 











1S 
THE 
PuelcAT/ 61 





pecs 





\ SN : 








SEND ADA 


Teguise 
Rss sian T 







AOV (De 4 


" jANVIA BIG ML 
Piew pt sect aad area 








cpecRe p 
Pe RyUbjC? vy 





eo AR uweirr¥O 










PrscarD 





PIiscARD 
THT O 






IQetTWIWiV 1 
JF REQUGSTE/ 


aN 











APIs m6T 


availawia AAD 
ASE. Hila jF 


oo 


joe ATS 4? 





553 





re 


+ 


Pe a r* 


ee aa 
“<= a ae 
a Se 
TY ever 
has Wrap” 
aknae ae8 


Ase? Wh ae 
ieee 


2 
Pat ei 
o> arr 
antec lciet 


"24 A 
a 


TRA Stun 
CVA “cod eon leon 

‘) oe Saw 

' 2 ery S44 





if EGUf/A fom PE PT. EMP OM SES em ey pt ts DD) 
LL TES SAT I ee oer ee a naw he i! yen ew en ee ae 







FLOW PROCESS CHART 
Division of Lending 
page 9 of 1 















ae 
ITA Recep T 


Pes, 


” “is a 


oRenw es AON, 
AM DUT od FT ows 





ZO Yew 






Borrowed s_ 
AN buT- 66 —TOW 


ROVE 
[Pol iS St 7h 








BoRAOXER | 
{ 


Awe 3D ASA Aid 













ys me werers 47 ' j 


lacceavep J 


i 


kmh ves 
bay 


Rae 
Bae 


ea ye 
p 0 es A 
iS 
4 ‘ 
\ 


a 
pee 
FLO 
| 


Ui 


Pheri 
[4 SCARS i 


Pisa Ra Ss 8 







AVIS oT | 
AVA) Jali FAR PLA i 
IER AG wants yo | 
DsRAsve 


me 
Sat cme? 





{ 
. 
4 














Piscarev 
Ap-24+45 oR 
RETA YT 
IF PaavestsD 































pleat ON om 
EPC oF ADS 


Juri Re +h ope 
| Duc race -I ROT 
} Sag apa LiST TG 
B=) aay Tt 


WRT Ee 
e<jpe THE J} 
2NTRY on THE 5 


Fors apr sib hocah 


(<—_— Oh 
STAMP FRouT. | 
oF AD~ 245 | 
WOR: > Yee saver 
{ 
{ 


a 


is a 
IT AN 2UT-6R. 


PUWA DEPT. Reguesl 


Giv Eris Fy las 
SS IsTeI As T asst xy 
JCounts TAL A 
IRECERVE ANY He 
DT INTHE Qe eave 


me Eset BL) 
















ves 


er yyri | 


32 
op 


uv yw ela 


Aimelay Menies 





any = hi 

nth Behe. STI YS!) 

- vat Thor pane = Re Sue e Ce 
Ley —semen 

[No toieeres apy 
CACK THE PeRsopf 
i 
TO wHum ROUTED | 
i 
AND TAG bare. | 
SEN} i 
Sa eae D 


eee Te aes 
IW! FE PO ricn 
One RETOUR VET? =O 
, 
arbi A cries! Rowiins 
ie ROUT WQ eA _— 
+ Cneecmiew FoR 


iat 
Ave Her Maury aS 
oa te ee: cea ee - - -~s 











Y  fpesene File _| 


b Gee: AS pt ie 








[Chara me se 
Pe Tr Myel Teut 
| AVE” O49 ch ‘ye stake’ 
SiR A MN ATATA ON | 

i 

i 

{ 

a, Fc ‘ ; 
whe Fu) 1S } 
ZVEMT UA Hy x RS a 
THE ENTRY Seize” 


+ DATE ON PYOT)NG | 


CARI 12M Ace | 
AUT 





| ConTiINne& 
i = 
: YAO UTIN | 
i? RO¢ Bok © 





/ iy \ | 
De Re opie | | 
hr cena ere eesieetneenten meee, 


rb a 
i Fl rege - 
a ee ; é 


FLOW PROCESS CHART 
Division of Lending 
page 10 of 1 











@ 


= 
; 


Z 


i 
U 
ae 


“Th, 6 wet OT 
7 anf < 
nw ws 


} 
1 











GLA se ee ea te a : iI 


pods, ple tea FLOW PROCESS CHART i 
aS ft EIS AN 2 Ase Sear ie chy Division of Lending li 
page 1] of 1 






we. 

Pot 
| Ap-245 
| IW AAV 
, 


QoNeVvE 1 i 
- Bee} SS ; 
> oHheracy 


SES tal cei 
} ae ears 5 ™ } 
OF Pox Few he 


DCS 4. 


ee 
—D,, \\CaWon 
) cevvres iD 





aa 





oi ee 












1 ore ey = hf INEYV 
Nyt 2 Lek i 
~ Zee? Te it 
we 
Fal ti) 
parton AP EU 





Inirial| 
are S¢ CARN 
STAMP ch j oe OY 6h 
ie nee i "7 FROPAE 


i 


eo 
c 





ee Gurgrol 
SU PSE, DOAN Soe 
es eenies joe | 
i 50) SA Ty VR rs | 

i 


For pelo 







To Vax pons 


Cat 1 


ol Few Woche ot" 





zx) aR fhawe 










Are ReTyRveD| 
By oft Tee: or, 
mas ANY “HANG 4 
IN DIGATEP wy 









12 Fs 


Puls leawoRh YE $ as AN geT= 
\ 


oa a ToS “s 
Ns ING cari a se -Towy bert, 


REC YN TW es 


< ‘alhigery oft 
eon 















Apvise Bel pssr re 
Ppore 6% CUBASE | } as Te 









a A Te TEU ALE rotenone inet! 


oF 
a 

-\ 
V7 





ee ae Oe So 
APVIS &~ By 
Pitume Nor jh ! 
collects ANID | 
hore Ie ne WANTS 


ie i241? Bowe ps | 


4 


cent 


Yi oe ™. 
RE ; : 















Pansdauly 
AD-2.45 OR 
Reaue le 


As Qussrel 









5 a | 856 











Z:  skear . 


™aT 


» 


~ 


a ocuwaa! 
Berw mars me Senet | 


Tia 2 i eel Peer 
Ver ww Ts 4. 


ie 
an 
ay 
mi 4 
* 
















=~ te yt XA } 5 aN er 
SE AVC -—- oper TIN Ue i> 


FLOW PROCESS CHART 
Division of Lending 
1A page 12 of 1 


CReE<K cueRENnT 
“ eee 
Cie ae RSE 


Te SEE JE THERT 
1S A CRARGE 









Sptm iA cure vv 





Te NB CAM os 





Awace ste D 
Sets 







eive apsads 
To A Ssistani 
ejppre 


see eatery 





AS 


Newia 
nike “\ 
ecm TED 


} ceHEOCke 
eHovesS 
| PEeRivecentl f 
4 



























PAS Abp-245 








YHRoto H 
gkep yy boar 
Vu =) 


EVE 


PrcToulewKSD | 


: 





A PV ise” th Y 
FRENE cys 
Orile Rise 
Moy LOCATE > 

















? 


AND toc Rt 
Wwe aero ow 


sae Ay 
URW [Il Inf co 





Borrowse h™. 
Jy TOWwW 


RETR NK 





Dp- 245 


VT It Malice 





7 
will Bom wow 
-s s 


worn) ap 







Aev ise wal Pyare | 
: | 
WO OCT ede 

i} 
twill Bereow | 


Je vesyRacDd 


PI ScARD 
Ap-Aady or 
REWAN IT 


IF RE QvEtTE po 








lead 
aie 


is 

Ls 

> 
oe 





a Ba MY, bh Feet eg SEES MD ER lL Bagg Bt oe ate seeded’ 





EL PumicaTion Fis & our Os Tow page 13- 










yd AWD A ee S cM piel Lime fof alate dnc, 
ee | 
aS : | Zz = 
het pas | Be PRE PA RG 4 
7 Some yw BO ye me I 


- ee 
~ > FO SCAND | 


\t 


FER) AG Ere Cy, | 

Wok ayy Beste wee i 
=F (TD hicks CYR NCAT IG Ky | 
od ly 
Ie iia 

a { 

ii} 

| 

| 

| 

| 

| 


















Iweicare For 















peel } 

PHTS PRINT | Bs P | } 
, f i Caeran nl | 1c. | 
PuT on Neer | V4 Oh ie i 9 oe i Hi 
ley, Me 52 ! uN No of& VAGES H | 

/ ee i 
| LAND aos t i 

! 

~~ ; {| 
Pe or : —— | } 
ae SS SEND Te RT FT i | i 
ewe { i} 
| 





WRC ye RETURNS 


Ap-24s HAVIS 



















KRO-2QYyS WEN 
en|] Nv, is 






x 
eX Seve t& 
’ Rem weriert 
ReTures whall 


IP GETS CALL 


i 


OTA TAINE t) 





iWin Pane Ame SENG GS 





tas peo SahP=S IV" 
iro Deem A, By 
anc, asl APP RP 





ae eS 


SEND AD- ays i 

| 
To PHeTOcoPy | 
| cleamm ib ey i 


| PRoaer. NG | 


SSIs 





a oe 


SENT TOWNLPays | 





ESscncGsh wHs 


isenes WT TS 
ers CRA. 13, OR Cc AS 
i PPR LIP 


ars 











je 
Far BAD oF 


a aS Pea A 


: oie 
i ; is Pa 
Ww C a py mbeatyat 
; io GLa le ee ho entre 
WAS os. | RAID 


: a 3 
4 a - 2 
THE Pussl a a 
ais A = Sere SEN : 
Bean aAl” ; TH ecARtwe Pm PAA lA > 41S sé tt we s 


au { Gita | oo Me a Ea! 
Sie MEN CT BREN x 5 ae Sale Pree Se 
me APP Ror, Moun Ee pees, = 
UAC L a i : LAN PuBl ye! 
i a jiArpreon CAMERA, 
Bem wes ai 





Beh> vel, | 
Q INTER +E, / ue 
AN Peo, 


\ 









By eheationw 





'S ReTyave O i 
ipl we aos j . 
4 IPHotoPNAT 

or 





Mion ae | 


| erin S| 


Saat 
AAAVE | 








RAP I> Co PY 


mailer 





weailigg 


are eet eS kee Powel 2 
Filan tA | ay A ee, 


BAS qs Te | eve sae a 
BRE S 
. i = er, Doo, 


SEND Ap-245 
O FAHoTOco ry 
the pw Tu CHEEK 


Ps ne 
OF} 5 ceornPps 













ce PeSSisTANT 
OO 
can Got kell Pace 









INTe Rel, WOA 
Plesk FOR 
wWstvRe tO 
Aree of, 
Lisaaaw ¥ 














FilED ¥Y 

A ONTH ANP 
ACENGY Fo 
‘REPORT 


pelo For 
SUR REAT 
“Aoyrh 
Bho 3» 
4 20> 











ons aes a 


te eit aw Feel 
ey 6282 
“T7249 


we Pr 
of? Ft ae 
2A SQ ef senw 


wean ms SHG acy, 


oy ow Yas | 
44 a? Ae GY 6 | 
alco erateanelieallll 








au 


leo ard aS 


parked vipa 


























































Nae ge pene ae 
| {AAVGE A 
Yrertcory 
SEARCY 


[ATE 









SEND. j7_ 
Te DEK oecd! 
Routing 
ASS sTAii 






ef, | 
oS : i 
_ =aaeey a a AO Se Yah CRP MM TMT ee Tare ct Woe 
AN eDiets eAreiee A eu Gwe ey PPS Lt eye iS a sek H 
evr FLOW PROCESS CHART | 
Division of Lending | 
page 1 of 1 i 
SEND oro.) ; 
PHETOA SPY 
ASSISTANT | ‘ i 
if eA, if 
i@ x! feene ToT aa [era ome Ue 
| By caent LS en emheta ee Via es Ps ae a mal eerie 
at BR PR cr 5 iy AN ee eee Cpt ee RS Met al ee ee i oe: ie ‘ 1 
| “alleges: Fausct ‘ TIES i sath T STATO | { joi Snare 
if ee i ass 2 i SF PRS Rese sions 
. j V x 
| 
i] 















q YE> 

| STAM 

Bace ol AIG 
7 





4, 
Wigy €1 AC 


4 
} 
{ 
1 





CHEM KoUTINOG 








CARP TO See 





Wwitem IT JVOKAT 


| 
| 


Pre HE Po | 







HE eM CA Foti gi) co 
ThAW One corey oF > 
THE \SSuk wrt 








Arsiz ah 
SEAR ETS 
GAT, Hee, 

| Foe QR 8uloyng 
se LEN esi ire 


| By ierica re sr. Tie) ye 
| 4 cf Ae THE AQIS 


} 
| 
| olwHe Bag Fite COPY ie 

| 

t 










ReTWRNVE D 
BY CAT, 


Por “pace Fisst, Az vO =e 
oer He aa = ! ; Pou oS a + R&C 
STHE PAIG Do ured) oe f f 



















b \ ae > | 
; WRITE MZNT 7? : 12 a, Soe 110, =) | — {, eed vw IS Tee 
| 4 a ie a WHEW The Pust SB) as 9 Pug) in HE 
4 wre enrey ba | REGRNE IT TE ' PiuoTac oc bo NE ‘ ae 
| : He Mcerion SRO 
| ‘9 THE ROSTUVG yf peRoeicn| Rowing: Anwex SEARCY | 
| i ws ; . = 7 es iIMare 
| 4 CARD Seay } ry x fond Thalcy 
! * mone DAT 3 ; 





LARD IS CHECKED | 
leo PpameR Ro Tv& 


7 2s aha | anne | < 







STAM POM 7A Ne a MO (D 









| , ead ; ; fe LT AY Sd a 

| Bi OF AP 2.5 ies ee Reif oe } yN 

a BE p “perse ave j NIC-SFen I> | * 

| q Qo” eee selean UY A TAG | 
Sy THE QouTING | < | 
| = oN MO>2 +t DS | 
} 4 Cory Ne en IY Fe RETVANTG 







| 
| ! 
| ies is reat: 
} oieide Ass. VIO | 

feted s wrt oer 
$6 Bet Lave wn) 


. aed 
Mie ir IN Rese ne blz 





ee | We RIOT ours at { 
JIN t 


a 









WHITE THE DATE 
RET oT Deh Si 
“o-sree “entry 
hen D veRiey 
WAT LE 





s he ess, N [eer RTAG c 
[= eR BAPID allan ra o- 24S To 
Cz 


| wer tera 1¢ 


mat pean, ga ROP, Ro urs 5 | 


oA : é 
ra Fenty pare 3< esseNyaLLy Terme ac tiem REsn a SeaRch’ Pra ese in a) 


Ber 14e vrerocarpmuses Abs wet SEARCH ET wiyn TRE Becdry Searchss, 



























vs oe C= % yee ' mAs. 


Di >> 6 ; —_ why >4 


° ia’ 
* — 


THAD eeBOOG Wold 


gattued to aotetred 
id to df epeg 


I at hem a P _ 
pa rhe ‘ <4 Qe | 
bee | 6 Sa Tana o oe & WHA) 

ty . . Ser FASS gt 
™ \ P. \ i Waka “YAP RAGS) 


al A 


: —— - —emeepesnend 





ht 
4% Tv 
: wna. eRe 
“a GC IMA se ay ft Ne LA 
oui "vy nt VF ) 







: Cot Ar 
y sis 
ee c ‘ee tS “AT aria 
= . 4eTrT OY FRR 
=o) eee ee 
ra 4 % 


SRO eet 
lpi 
“tsi: , ean 





Lips 


°F Sac Sh Rte Get * dkecruent sy: * Set nna 
a deal AT aren cre thetAsd ra 364, Zune ove bee 










SURE | 


D iaaKe 
[A7- 275 BAS 
Sve NEC, 
Vere ryey 1: 









" \ pes lee ~ 
NEW Woon mE S 























a 
a 
\ 
wai) 
| - 1 i¥ 
4 
: — weeny 
Bejcpeck re), | 
| 4 ASaitreT APHAUS yo 
| ’ ricparcRuineg jj 
. | Mw THe Rea vest | 
| q Rets Pers ; 
comprietery Fille: 
| came 
{ 
' a on. 
‘a a Spe ts, 
| ay ] KS =, ; i- rf 
| a we 2 / 
a a? J 
a 
ne 
" epee ss NACE UP AD24S | 
7 at eg o > i § 
. a {Ste ok, >, YES EON MISSING } i 
Mee thes Fee ane | 
a 2 SEND TRU AS 
Z Me ie ay Regun/ t& 








Mut wen Ee 
Wwe| + PvE she 


NOTING ITEMS 






MARE Uf 
AD~-~DBaeyr Fo 
MiSsiNG TAaTS 


a tneeraamiaeataaienaaineen | 






PAVSSIN q 






reonTivus 


INA A TAAL IRIN Sy CR PAR NIT BLA SCinealh ef arn 


“A 


st 


CAARS 


FR OGE PV-«EG 


| sew pee Nt a} Fert wens 
: 7 1 See ca cag ee 













‘ 
AD a A ENTE Bi a a iE al 


live Pe ot j 
LAND AD-245: 
{AT HAAP Te 







Tap te ri 
LecATcoo 


ee SPRAYS 


Petrie thi OY intr pr} 
ASST. Sv PER, | 
TAmMe NEG, | 
Acctsew 7,9 
2 OCATE 






1 


Las atecethdeatenien eich ete aoe tneinnamee ie ate cee ee 


SpA RG E Witt | 
PARTS ofiGInAlly, 


Feuy D | 











ig ae a i. 


oR - ae Se Ste 
PInrany Pe) 
ae 





: See atk, SL. 
STAMP? Pus) 
Wwirk VE&e. ey 


OWNe ASP? er 
IDEN TIE VescaT sans 





MARKS J MISSING 





LonvERY Av-2Mg! 
Té..A <HARS Ee 

¥ Surely congectT 
i TNS Go) OF 


: ) 
1 Po Bl As Pre geni Bee 
Serres snsien f semieensiasiecatmeetaieeed 





© TEL IZE 


<— 


USS tae 
FHEaReE es 
MOEQAE THAN ENE 


volun = RER, Pf 
BY AD = 
4 D2 


ne IE 4 
! 


Ai eh 


ee hate ea gh 





AD=-2UWS 


mane 
! 2 


TAI NUM Lt ae | 
ell rie ec 2 


i Aide e 12) 


QO 
ih 











I 


i BAcrm of 





AP AZAS Apa 
LAGI 


iseue witrtAcess 


, * ~ t 
Volume OA4 





i RlorV Neus BEA 





aowA p-24S 


FORM 7 





- : 
liao 

1) 
[sare r SYuBol Fe Ss 
} 
} 


FLOW PROCESS CHART 
Division of Lending 
page 15 of 1 


~. JO 


a 











FLOW PROCESS CHART 
Division of Lending 
page 16 of 1 | 












Ss 
BPoR Rowe R 





YT Ap ays 


, 


fid CHA REE 




















cae ; | 

OT OM, Fees oS ee Boy ayV 

VE Je vi cwep CRARGE Desk} 
, 


lad ey ag er SA eS 
| ? i - ini, i 
Pur Aw-ads | Put Av-245 
\ 
} ayers pees ait Ho NE ter a! a 
MNote lz rr oe} it: oR aoc e 
| LiSace an ASSIST, 
Syren AUIS 6 ZS 


MP SS 


\ 


en ac 
— — ene 


f 5 , 
eet Pui LAS LS. | j 
oy ( | t 
LAM BINWE © |f NZ 


Wie of 









Te feopyon & 2 
FRum F 


ap}1 / CHARGE 








SOUNT NLA RK | 


GE FES) cATs9NS 
REPRESENTED 
ey Awe) 











Nort AD-24s | 
| FOR PRoPER | 
D| 
x ica 


LOAN FER 


Ewer no res. | 





ScycpAnyT 


A i 
Wito [ples i 


Momeny canny pf (20) 
Call Ne. 











Bommowe. R 
Ror’ OR 
REvew 










TYPIST IN }6AN 
WNIT BAS Ao-2zz7S 
RoPROeLP ON 

PACT UejE RR overs) 
MASK wir OTe 


AFTER Ver PATE 
Row NeeDIE THRU \ 


\ Norené & Nets Sp 


NYicl ov OVER DUE) 









. Se ot 


when PHoT ¢ 


l¢ ReETVRVEP 
oy ize ie een 


IT TU BcR Rows 





STAMT=> AP2YS 
W/TH BAT & 
RE PRoDYCE D 







b Se | | 
Fort one Guana? 


' 
Wie & $2 jp baw ; 
: 





Eles Assist 
Wwrego her wee | 


ek 










CPASA (hore y 
AAA RT AF 
ad | sl LA A? a 





‘he 2 


" 
; iN Aweeaesy 
« Ye Me Veeot =i 


7 ‘ae Sh ae a " j 
The dy “ . 


™~ . ra ‘ i 
. 


™“. 
7 
sy 


al. 
— = * —— 
iy ay ZA orXaS 
> ante UAE Baan wh 
AA WrAe 4 SST 5 
VyaRVy “Tea 4st 


as» 


CMetA <n are 










a 





STN WTA 
secten™ 39 


See ieee ee 


ay eri pemen Roce eo Oi Oc ee se 
VU FLOW PROCESS CHART 
Division of Lending 

“i page 17 of 1 


Boemwe = 


IGno RE 
Reece eT oF 


Pizero 


MAF TER Dek WATE Bo 
bun carly Tuo; iT 
, 


| NoreneD CAE Ph, i? eae | 


ovr evr Ree Re VvEAy 
Ah Me Rock DUR 





























yoes™ we 
ata yo Feehan camps 
Reesiet or Sccaw? precuEn ps Fes 
; Pr scones G 


< Ee 25.9 


Aa 
Asta pue aor \ 
RuANEepls THRevsir 

Norete? CAR?S, Pee } 


get ova vue AW? 
Nqive re. an LORIE pe 








ene 


ods STANT 
orl oe E 
Has sel 


<Neeke > 





pVEROUE LETTE R i 
Km SENT TO Botan, | 
ree a AHS > ait 
stAM Ye >” pe AP ; | 
aieeeeli cb l2ua WE / 
pe me ane BEEIIED 
. 















RE PEyph i PRE 












F sen Ine 
LATER until 
Po Bel, 1S 
ReyuRWeD FAD~ 
HS 1S DIAS 


(weg 
Des. UREYER. vos pra Rv 


a oo 

THe Dee ee an {needs TpRiweRnovTcil O 

GN ERE rine 3 Scarves, Pyce our eve ihe 
7 \ qe it 70 ASST, CHIE ‘ 


2vER QUE 
i \, 
STTE a pe) N fer. Sich Heels = re 




















tHe q 
oe) ri ore 


QrrTuRveD For 
DIScHAASE, 





























TRANS S2R00RF | ; 
pothael to 
id to BL epeq 


(3 














I 7 ¥ 
View Ss 6st 
“neahioe’ Ie 

wee Eads oe 
S20 te) ; 

“See 


“ari D) tw Pi “ ~~ R a 
~~ & : 

nee K “~ “APAT on ef ge 
an Stall Da 


pee Ts 


‘ 


nll 
Aus wt 
(PPR e OY Tene 
a a. We eee By 

0 aS Si wef’ 
Ua bad Aa wa li 
Celiasas StL 


~ hes 


si 


fs awFr 
> Dd SAT dale Sa 

a 44% @Visuerua De 
“Dann ade, 





¥, 








2h 2 _-—=—s«s FLOW PROCESS CHART 
Division of Lending 
page 18 of 1 


TSPARGE SERGE DUE — copntinve D 








Bown we is 

Asks To FAVE 
SRE Foe wt T76 
REnNGweP 








RETOANE DB FHC 


















4 5 1 Lege ia JAovise THE | 

| | WRITE off AOS YP | Po mene 2 eRRIWwe IR THAT | 

| IT 66 of ao an 2 ‘ | 
4é De: tre PU RH| ot TO 

; ‘ cla ay RaeterRved |- | oc Pure] a aot 

| : s lai wie, wee” | 

ey ape Pa | SN ceweo FTO H 





A. 
huontt Aa b> RETO RAY It { 


Bernie 





















































































ALTER, PVE PATE : C 
Run wegple tHRoWST = 
NETEHEI> Cri ADs Awd VER DUE 
Wim oUt fYERVUG re “Oo 
N 
€ z= RENEW FORTHE | | 
PAE pee j SAME WAM PERO | 
SHENF CHECKER SSign NEW Dus “t | 
; _— i ere os t 
Boe ite, ‘ DATE, RoNeTSHA i 
Peehcn rons e eerile- 
- : = ly 
(ees fama BOG DATE 
Lie Buy wese)e -HRaud 
. xa NeTCHED® CARDS ANG 
OTHE Pie 20T aver our 
or VY 
a Te 8 ee Pon 
TY Cle a LE ' Pret o ' 
— See | Pern unit JAS Le > ie j 
WRITS cp BACK | Pre AS Rrra | 
nA 
or arcaats “spel RU RRORycl io of Eger it 
wa ‘ H 7 
Hct RATE i Proto cle ; a) 
f c = SSS tse So lms AAR wOTeR 
Renoren FoR ove iba AA wef 
woontitl ANID REFI/E 
ee STAMP THE 
Ap-245 with 
[THE DATE 
go | Qe ravPpvuL£e Pp 
REVERT AZOVE } | 
Roce ae vat ) = eres 
He Potl, 1s Pg ell les. 
Fowwi> on SHAE ele eare 
1S ECrcernER Fost 
ce H Ey 
on & 
| 
a) 
SS eT 
of j ion - i Pull aay 
i } Pores : 
aT PRicePORE AS 






Bs The waves eS YES 


IGNORE FV) 
Recriwer of 


ere > 


GO 


2 Assrstret eutline dD AELNE 













witd Rehiles ; 












Ye 

TRE Poe) AT ips yes 
“ ReTowep For 
DISCHASIG & 








UF Towu| Repe ws. 
 |weulraporaxccep 
bo DAYS, Felhaw 
Rvrwah VR eeponS 
(ter ape re ABOVE 















Fev ow 

* i 
TKece pene 
ourv Lave 2 


APOVE 










‘TR 4 * © ha ®, if 
aft Dh 

“tie os oF b 

| Awee Re weg, 


er 








FLOW PROCESS CHART 
Division of Lending 
page 19 of hl 















- : ee 
Piste eee 


PEEORN AJR ehe Os 


PASCARYD 
AD 2H 





Siete 7H HES Cpe 15 
wee A PEGs & 
TRE at LG 







>. hae 
ay aT ef } 


t 

{ 

+4 1 of py 
ye ge be LAs | 










fAS pil yo 
Cr EASE)? Fore, 


Accunmey 







Bete rane Fie} cei | Ts 
PYPE WS A She ia : Z 

Up A , [pis nanets 
FRETVURSY Fy Sis { ’ car yREC NS 
AIM, SN aoe Re PIA hei Rs ae 


+ “ saa) i Pm aly, a= 
Sa yeS Frame ly ; | PESAS ale Vi 


Pom! sR aera at 







1S 
ca!) No 


G 6 ARA Gr 






Frew clu cpAAGS ; 
CA7-245) PROPARS 
NEW ORIG, TU | : 
| RY BHS, Aw ORVER | 
oR TA BxS BEIT? 
WITT INES JAGoUT ye : 





Wie sofa) P 
opPas oki 2? 
UNDE Re. 
PAG PLP call 










ials 








(rw ee oR 
eae oe 
Foran 


SERT 





Ths ta 
CPARS OP Te 
Sor rsse & BURRanel 


Se 











eee 
Ap@=24S iS ' 
Pur ne WS t 
aree Bie } 


pe Lg 


ny Eee er) 


THE SAS 5)\7 
jememerTrT Sy THe | 
AEST, Sp ey INA 
PEND, cRDER AALS | 





WHEM Aca, Senos 

pus RoAAGE seat 

[Tr Pole NOT SEND | 
i 
/ 





yN TPe ee ow RPO RAN 
jSUT- Ar TAUGH GIP 3k 


Peel 16 mz WweRis Avtk, 
a | 


ae ere ITS FRED 
Se 88g, | 


Poe sAornT 
yiuc jw aA 
Bocsjvaor te 
POLAR DoD 








me NY ieee nae 
[que Doe] mp lws THe” Fee 
i Spt RE 

| 9S TAREA Feo pay ure} 


ASCE VED witty 


THE CPA NGS ; Pare + Bory NS 
FUT AND DiscaRoope comes, VO, 
i 























4 ey 
wnO WD | 
walls Pas Aa 































—_ 
SOA cei (ph pe 
SS ATE ee eae os oS a ae oe ee a 


FLOW PROCESS CHART 
Division of Lending 
page 20 of 1 











Poet Lith 


~f 


Rerves eS 
TA Wh Ww 


oh Fae en 


einen 





TAU Ke 











= a 
yt a im 
rut iu 
OPS TELE 


i 
i 
1 
e. a au a} 
CG rSevAr sé 


Foye”) Ee 

















fo IS cARte TN 
Ler eS Merle by! 


Push on rH es 
DP) sc HARS SE 
TRveE me Fok 
Shhely sug 





a 
VATE J TA)s 
AND Bean | 
JT wo i 






SLANE E IL 
Lieen~ny, vwAS& 


ITA GERAD, 

Senod Purl pars” 

oot ,oR ave SKeife >” 

in TNS AW Not 
> 






os Peoa } 
spelF 


AS A POR Gi 
ee 


VisernpmaeR) 
{las vol f 
oree oe ew uF 

| 


Fok 




























erent: 












1D PARR iF SKE OG VE 
IT MARKER NES 7 SUCER, WS 
STH abe P ae STRikey BeRRoeweEesc 
at Peo Zev soveame 
LioT unter 3% [He 1S" 


we Crag Tas ae s MARKEY” 
WOGAT os (> IN TH greg : ‘Rese tos cee” 
aa ts ‘Rese Rye 6 i 


<3 BVER OU 







epprad 


ay oa 


aan 
CHECR THE 
Reserve 


Fyiz 










VERVE “ i 


Crerrn oer crv Cala 
Poe 




















= ~ 
\ oe 
TH a HtAPQS EO 
AA Lege Y 
‘a Reserve 





Seve yr 
Ie TER eK! 
RyvvtTianqgrs 


rad FT KeetTinG 
SABI? CHET SI? 


af Pa 4u/ a 
= ‘ ice o 
PENDING PENDING 


Qc2yveST 






RLGvuC st 














PRe vane Ar-2y5 
For ye vor 


za 
x 
‘ 





~ ig 
STAM yo snag 
s PATS i fs 


er EE ren annem 





I Oe met 4F 
oe 













a ee 
PCAeD ; 
Ap-2.45 7 
Reaves 

Pus) T° 


SH) je 





oe 


TAZ cpriece | 


2x 










pixr NOAVRS 
AND RowtTe Pas} 
RETURYV 








Rovrin & 
LARD PAVE 


SPR Menie 


oR 





NRoTer FoR} 
ONE AWN TIE 
Mens 8 haw 









ro 





em 
’ 









Hylan ~a oc 















) Pnnamnagiemmmarree. j= A PEND ¢ 
THE ORIG CATER POE DWC Reauesr 1S 
CHARGE EYENT, LOCATED 


ween ce ern ly 7 
Wien out SNARKY 
MIE TER O75 Ons 


ah 
eras é 


U Sw Woeucele THAW 





DISCARD i 


—_ 


TscArd fT as 
And THE 


PRK A245 











Wax 


ry 
7 
tet remy 
wT See : 
i 

aaa 
and 7 i 


x 
fons 
X} Wweas 4 

«A 
tx -. 
oan? i", e 

1 d easy 


“SW7 @ wNG 
cit ~ 





; A : 
ce bhp LE AS OS Ls Se Re OE, ee ee eee ae % Wiis eat pg 
' ASIA S (pe CT. | 






SMP Uy Ses -Co Tilt 


i el 


MW, oeetsesagve ) | 
Pe od ed ~*~ —— FLOW PROCESS CHART | 
STA © Rese ST | eee S02 ~ S\Division ef Lending | 
LAD CHA Rul Meee, page: 21 ef iil: 








i ———-~ 


He Re Neve be Tr | 
OTHE RG @UEsTS Ne 3 |. Seat oe DPS UTES | ili 
“Foy ahs eae ee @ UE F ete cic +H it} 

OTE ORE BAKE — 7 Um eo ap ie ed, ee { 
: RCIA. Tee 2 y REeca ave sfeyhe 


» Re OEP \VATE “3 Ne 


To Gin Lie 





H 

te fa fe ia: | : 18 | 

wv 16) ie hen ee ) AeoDUBRIOTRAT AL 2} } 
VY Ai or = oud Jk } 

: : apf ~AGkERYO | 











HAVE THE 
‘- 


at al Te 
Pe - ; iy 






AEN 
ne Poi te oS a 
epnaneey po MN 

ePT. Pesos 





en 





TAR FRoms 


ile THe 






“ 









THERE MRS 





AGQvES T 





THAN om € Re Avtsi 
é Rae TT 


ee, . — iq 
fA, Serve is 14 
| 


i; 0 







i> 
THE Rie, 
Form oUT- or + 4AG 












TARE FREMN 


EAE 7 Cross 










Ley, BoRAgwes 











‘ / 
~—— AY = Ole iAvVe J 
OUN Res 


NE TATIC wa 














Fi le v seat i LAle 


R 2 SOK | e| iS 
EQ. Ivy RESscRY ae mare. 


fEZ- ie 















Ole wes mical ly} D “E1tAm PED £ , 
BY call ive, ores cae Nala ‘| 
{ %, Wh 

i) 

Ne 


“ Ce 
Bs Le my 2 eS 
Tee = fu thet 


Po wlicatyor> 
RET yRNED 


Zo 


QA) 


~ 









JN evel 
Dee Shir 
Witt DYe | 


Sapa ee 





To wy TATE 
Chance | 
4 


' 










PRoeccevrs 
OTHE & = i * 
aL x besa (s€e free | 
Need SAM] % an ae ; ' 


JN Eo Raaty cy) 
















Tot RAS: 
Forshicarre p/ 


PSEND THE 
Pu Glicaria 
ip Tet s 
window 











THE HeRAiwer! 


Havel TRE av el, ON tHe 


Ateds| ruc 








- 
— 


7 
a 
+ 


a et tn 


~~ 
¢ 
. 
. 





Ve aca, “a 


Sat oO 4 <= i" 
a 
ist “ 


a 


f it 


eh . 

yf agiu'® | 
- “Ana “ee ¥ : ms, 
aso 7 . ~~. i 
i. iq 

A 
es oo te 
‘ at _ 


om * 
Se ws Ve male ral 


: “ond hg ; 





fms 
ae are | 


pee eRe, 
nape Gel) 


A 


foes 7 weer | 
|THE Reseavie” H 
| CARDS AAS 


SREC/KED AGAINST} 
Ee CHARGES 







i ee een eae —— 
ToT UY BACK i THE 







1S 
THe 
PueBlioa Trion 
Wl cpareset 
out 


Ge 





=> 
\ 





OS PEAT on ri | 
Tre Py sshentor } 


1S RETURWED 3 










| Sin ea ae 
i SenuPp tHE 
| PEeanesEe yO 


i 

i 

' a) 
VTA Age rw OA j 
Fh 









| PEckm FOR THC 
Pu BiIcCArze 


; 
SGA. )T FO 
THe 
SUPE Rvs ai 





i 

a 

srs 
Weak" aN ail 
Rea vestls) Fag a Sios 


SAawWMe Pus] o> LS 


meee F 
\ Remove t 
| Bet 


ERVE 


fe OCAEF? OAS 





ae 


THE Av->AtS 


ye, 
ls ae Prep For 
isis RAPID cory, 


Ba 


yer 


ae 





f na) 


Pu eal esp) 
Ne ADI 
IS SEnT 70 
TH & CHARGE 

















| hemove | Woea,t pa/ 
| -24 4 i { 

me> = Fe ehicarr sy 
To in vate) TRE pue 







sjernec se 
| erte re Dur 


ogee Paae 


oP owitt 
DUE DATE | 
AWD eTHEAl 
HES, MEE, ) 





‘567 


Rene R ve. Py le Sr <— 0 eee PE NRE ENERO em CN Rea er ENON MnP Py 















\ 


FLOW PROCESS CHART 
Division of Lending 
page 22 of 1 











po wet ale 
Bur Moles Fan, 
NEAT WEEKLY 
SHe\e ctheom | 













ache. 


SRS En RRWK, ae 
Avecal 4RZA 


v 
aod mM AWwWEE 








sv Ot 


APVISG 
ac ATSe D 4D 









Ask IF WE want >| 
IT BORRAIWEe | 


aoe ee en ee tt 










THE ADA S « 
BeToRw ie 


RERQVESTELTD 











SEND THE 
Yoslicatian! 
TO THOS 


WIN Boy! 









— 
Por THe 


“, 


THis SorAbwe | 


Py 


TN e) 

we Pos), 

Pickad yle 
~ ae 


Pua) icy on 
on THe 


MAM de®. 


— 










— 





CN tne tte slate 


ie 











TRAHO ECNOCAL WOTE 
githast to detetvid 
if ‘to SB epaq 






vy 7 ; 
' ‘= ls } 
ms ’ A "4 
rie | a) 
, ay ye 
; x 
ee ne 
; “pianirel meh 
San 
[nae cesterver fT 
L . 
t 
vii ~~ 2s 
bx at, ; 3 i> 
wy 4 Maracas’ 
=n \ ~~ eritkt> ', 
i ™~« 
ei 2s 
“ 
WA 
+ 
a es 
—_ - SS 
- 
ri 
> ; 
| 
; 
J 
ra —s 
‘ 
“* 
j © j ond mo! 
ie 2 ' 


; , 
Ay a a 4 Syme?” em = 7 : 
“ oe OP " (3 oa hy / Ae ie ty fe 2 ee re} ade | Af ae t val 
ty sa mei Daas i ek Pee eB + t) 4A ‘wld a j a 
Peete ls RE OA ry ail. a pose 5 


en gn mn nem 


FLOW PROCESS CHART 
Division of Lending 
page 23 of 1 











MARE out Call No, 

oN Apdds, INDICATE | 
To GorRow ‘with HET 
Reson! ANI Co pare | 
Worresaw of RES | 













(5 
THRE 








Bor Rawe « 

ey os! | ros at 

aA tediireg. wy NON oc i 

RON ae & r= < : ee) 
mo 









For Siae | 

Rab co | 

Pus i cA 
S 










= 
p 

7 

{ 

ms 





APRYS 


eee Aes cena y > 
apes nN 2 at EMI fis wilt 
' : : iNAAC OF NAT, 1S, UF 


ott is Vode. mw ai 
: i 


Pr EAPC pe 






EF Potunyws 
p-z4s +o 
Acree A capit Sf 














J i A) Ne 
iy OAK “hi « 
i Loe ee ee l\rs 
j “Be}re wits Doosi ts 
} ee % eR MmOwIVS : 
> ge ft LIST 


wie ee 





—_—_-----7 


Usealyae | 
i 









“Se RASC ie “WP? ered Aevans 
Firmen Vie ; 


Nore, ee, Ot 


va 














rR cory 
ENT BY NLM 
yeectsy +O 
yim, o*® 

wep) ype] > 
- 1S Prt RS 





tae 
\| Pista kos 
mp ays J 
Actruans b> 
tee) ROL 












ee 


EM Neca) 
oho Wace 


IF ap- 245 eyres 


a 





BagR ROW Ge BOURKE > 
ro BE Tew By "| 


Lend, Fuse 





SE PTT aR ee 
Pere eo ws rn OE 













mass FLOW PROCESS CHART | 
Division of Lending ~~ 
page 2h of 1 iio | 





cf | 




















WHE VEN Ale 75) ts 

HECKs I? EACH pe oF : 

WRITE OF Ke-24S 

FRAT Ve OUTS Tan cells] 
{ 
i 
2 
‘ 


~ 


ey , 
ANN SNe RE Lyt 
a rm Zr Te } 








: 
oo 
[<e PLAT ay . 

yeS PR»o~EPURG ¢ | 
Aen f SE SENDING RES, ) | 
i © ns SHEE ADP | veTTER BS a Us . 
; er ™OTRER - one eae = Wrst > | 
i 
: 


puienn Rr 7 ; 





SaunreeS 
Soe AD-25 | 
Mage ee 
ge ine 


ag 
TS Oe 
HARROW a, ~~. 









MD 


A Wet by 
EMA?) 





Jara 
CYS 













Say Vela ie 


ENDING 
Oe PEPEMSE { | 
7 


ROVE Pe 
1s wey ANAtla nde 
4 DiccARPs AD =| 
R4S cA Xe Teens 









Com one ol§ : 
mncac tT j 





PRwrmh oI 
a Reg ves 
pert = 
Bie RAK / 
Ape fS | 


LEN PINS ReToe ye 
Av-2i4s Te 
Baee owe K 

hr Pus} 
BOVIS IME, ' ~ 
l= NOT ewai)pele 


















7E YA i sis 
Bcarow AS 
Aw yar ew, : 





hae yo eee: ae 


| eat | ee | 
WANTS pel 


See Discaaot 

Ds YS orR 

NO. ee ihe 
eo 7\\e preueste 


oil 





AA ISc > 


F{ZFED pet & 












Bon enowe 
A be Oxy We 
2melt yer 





CAN 
Aoritional 
Suornces BE 


% CCATE ID 
BY 


REF 















pa eR PSs, No 
Ssiveee§ NOT T1%} 3>% 
WILTED of FH 
oF AD-245 









A ’ s Lest Av) ae 

RerTors peieag 0 
z y = fa 

Dea ae Snypaces of 

er 5 nen be ne 
<, 


we neg nerve 





a> 
i. | | : 
STI) 


2 
* 
z 
@ 
; 


We 
ta 

















S-co nnn 


RegusgS— vert eadsvecs se A 
Reg nS per eA EL SY eS = wes FLOW PROCESS CHART 
ar rueswined Fes Te Division of Lending 


wie Page 25 of hl 
es bee : él —) / 
ang 








ad 






=O, eat? aay 


— + 


gut -O P—TOWA | 
jam 7) 6 Ya & 


See ‘| 
me) Rates > call 
- No lppaectly 74a 


Bmia| acave 577 Mi pelts of At, 


on VP tie ed ik oA 
ede a teyeli> Li Bary | 
E}2 limAAR imy 1.0, % REF, 


4 Retuen2? AD-24 & 


= 
fee 


RE wu Fe | CHARGE” 
sMingG Pusl is 
RIo Ta : 
OM, CAMERA 

Mee cr ae ee 
u Ge. Fil j . [macs sade a 
: IG BARGES SoM. | 


” 
















Pure | ile GA eom Sirk 


3 PPP AMC 


. 6 
As. ; as Sut 7 
.. Hy | (Ve ; , 
iT i je eee sa te sh 
Le ha Ass Filey 
foe 7417) p t 


aoey 
‘ 





i 
STAMCS © 


meee ; : ; 
RAID ory Za 


Poort 


et 
\ 





ye S$ IT pAARKE O 


: ' 
ite rece eee Po R fepreTo ey at ¥ . 
ae R MiGTO FI hin z 


oe le 


Ns 
——S mes 


STAN FOr! Opes 


f vv iad 
| PHoTs PRivt os ne ACE SS hee 
| } mr ielty ft l 


“SN 


“Se heer 


5 ms 


poo arena 
1 STA Pp Fok 


Md Sut iby 


ac enril 








eh wd ‘ 
i 
i 
! 
i 
















<=... 
1S TAR ees PRN 
, 
BI Mares 3 , 
- _ 
Perel ne “ 


eae TE YS al5 254) 


| 
a 
pref sae 


te 
é hoe 


pe AD 





Meee y OAC ; ré 
rhe et > Tyg pace. MG Fi, 


eceive ind WRitse ACRole 
memare Tne I att on, oF AD-LHS) 


Seley ay Frei 


=e aed 





a 





TAKE orl AD-24bS, | 
USE IT TO wpARGE 
Vue} te APPR oI 

CAMERA, FEIN | 


CHARSE py]o- 


SeRIA\ Rex? 

RAceMey Fye) 

ORAM buT —6F > 
eae 


Yes 





[chARSE | 

Port, 

AV PRA, 

| By enray 

ik INTER-L IES 
CAN CHK AACE! 


a mal . 
Jehan 


=. 


THE ‘Bawaoa’’ 


ag 










MAA if 
LER EID 
In ~wOws ok 

= Reece 
' 





cP 


call yA vies: 
Boaeaww ok 
omnes ts | 
Cea wee 
\ 
SEN 
Pu] ro 
wilds oS 


- 


ror 
Crow 





MW costae a ‘i j 


— 


Se OE Ss. SE Ne 











, FLOW PROCESS CHART 
Division of Lending 
page 26 of 1. 


yates ne vemcine coon a 


roe 
LAGS Senes'! 


t 


aaa THe Gary re i 
' 
a 1 THE Bod rows 











| | THE Abas J] 
| [es se fy eter {aie ey | 
pores a dtr God la naoretit i 


wise rf 
ae wee Nov Fgh 


Iau re ae Y Rear 











ENE Fes 
ic Ree T. 
tes eeere * 
[eis = O44 









IT MARRS oN 


yo. Foam SNe = 


wehelly 





OUuT~5 ET ow 
Enel vee jiave| 
AOLE RS TOMIERO” 









et re RE meaner 





EES a Rr a ere en eee 















~~ 


> aa , by i . Re oe 
eeettite ie oreo TORE AM IN FRAN OT eee NiePseeS . BLOW PROCESS-CHART 

. . Division of Lending 
page 27 of 1 





es 
1v An 





aad aac 


PE ae 

‘ Uv mot nese ie Le 

spel ee ces t n Fito ; 

TOWN Rem ue cP MMe \| Ae auests “sac 
OF, A af ‘esa SISPARGSED FOR 


PPE pAOhit #4 






ls 
[cHaace | 
| 


i - 
ne orm ove 


AAs fae) ber i 
¥yJ/& x 
VV Se 





ee er ee a eres tema oe rene ner eee 


Rite Pee pare] 
iN eerFER RY, HAN 
CuRWEA BN RED | 
ee UN ! 





Pan eee 
ce Fore & PR, 
{ 


INTE RELI Lo4A/ 
CHA RSSs 










PHONE 
IN TOW AS 
ey Bat F co 


Bow 


EBVE RAY , PA f H 
i oe a ‘ 


} 






pane y Rav & 


pia Gs 
TO eS Lee Kur & 


_ 
om 


v) 
con rank = } 


40 as 
a rvay! Reve wal 
i ae if VEST TO 
BVT -0F Torn 4 
== aaa he Lit} 
pets a Got) ated 
Faoer 
RENA Ww 
TA x 


[ee 














~ ; - - 
Bove yn : WizjTe memo | 
TOWN zmyP)oyee S} 


ANID ACY) So 
To RevruR sy pul 







My PAL OVE Se & 

















& 
< 
2 
rg 


ley 


+.™ 


rer 


Aa™ 


ove 





ht heonl Bor rae ip Ge ian ofthe Pa ge 3)  pRan Rs 
ee ee aN YE Ses eT beanie FLOW PROCESS CHART 


Division of Lending 
page 28 of hl 





















Raphecarey 
LoANE © 

BY ANOTHER 
MiBKARY 
\S KeTuAneD, 
TO RENTING | 
ey. cenrlove E1 








Frew THE 
InreRsi=, Loa 
CAARGE F,le7~ 


4 






| Srame 
Pieenst FAC | OR a ee are 
FEROS | \Nvow Ci 
wre PATS / 
I. maaky—— 


R | : te 


|} Seno 


l) Sro? Aves > 


i 














C File A245 iv} 

jRetaINsS Fle” | 
: AND [sols Fon | 
“ |}cuRRENYT “ont 
7 is elyus : 
— 








came a aaa | 


Ov HE BK JINTOWN | 


VIBKARIES FT | 




















Seay R f} 
pps oon | 
fro APPROPRIATE 
1 WieRar 











yTHaERse 
eRoAi ouT-oOF— | : 


F Ve RS a sENl i 


ZY Ce RAT, A 









2e-a4 v 

Sher day 

Add Ae + oa 
WPA 


‘ 


eM vi 7 
aA JS2qns . 
nvm a 
is " 


es 
Vwi Zl 4 “ab \ 
“a 2uetee 
22? ete oA 


rr Tey a ‘ 


\A soot 43 Sam 
oa afi 
Onesie 
Ue 9 Shy ry. | 
L AAS iA! Bi. 


cs 


4 


i 





~ 
SS  fRiM Spies wh BRA IE SY 


FLOW PROCESS CHART 
Division of Lending 


~— page 29 of 1 


{ ee , — > {pz 


: af a / = ; poe 
I, TE Ded 6 a Aa Se ESS UE NR EEA ae eH ah ome aa 


is) 


7 alee 











WATE, tins 
on AD-2AdS5 
BALD iw tir| 











Pu EA, 
by THE SHeje IN 
DHE oP THe ee” 





= Slee ae 
rea WN mons | 
WHO Chea 
ee 


SEnDAV AHS 






yo Files 





lorie Jime Ow 
a] 
éw 










ASST. ¢ paths i 


DV, 61 
eine) 3 
















Qvee Vo 
yore Aer Bas 





Seue 10 WEF. 
piv, FoR cAI) NO, | 
wrier Will RE PAE 






eS 
ie HAVE A vO 







S Su (Fe RVIS 
ev 


j 
; as goatiin Ni ae v H 
fe “-)| N PATHE rR 
“ 





PuAve Apes) 

MApsuy FER) 

a REQ. vor 

q Were AMD | 
ge 














- ma 
INITIAL 
aAP-24d> } 


CUE Rr Kee es: 
OM HER DED | 
Retief ORTORM 
Se ene \e 
Ni? Sen S 
a 


eT 


pS Te NYA OS 


as 
Win oN i 
cJEKR sTAmes 


THE Apes | 
S PEI | 


LASS)F, Me, 
Kiwe Soar To 








' 





- - on — as eerie se 
15 ge te AE NRE KN lO ALLE DENTE DELAY 6 Jeeriee omnes 





HE eR Yow : 
H AGAIN ET. GRITS, i 
$ } 
basa 
4 | i 
5 | { 
i 
: 
= 1 
> 4 
; ; 
| | 
. 
‘ 4 
} H 
i i 
i : 
} 
3 1 
' 
t £ 
i ‘ 
t i 
; é 
t 
: j 
i i 
i f 
{ : 
H H 
= ‘ 
: Fe 
j 
é 


setName ema gna nnane rommrenpesen 








BACK ic Av-245 








“A Ee. 2 
Aer uN) ke Colts) 


) i 


PNiTiAZl., DATS 54 
hetTiey witerow wit Of 
CREGCKS T Tipe ore 

c = 


Es rateeT 


; 
ay ; 
APYIES 
voit een 
aw At Ibis : 
\-rarceD pol j | 

' 
| 
i 
t 


Bw or | 
STAM? EBACE 
oF Ap-2ads Zw 
wat ds Ceweanh 


STAWP, PATE T 




















[Ter raasep ere 
is Lie 4a Wee y 

bie AY iim 72 ue] 

| ae - ss 





oy, 
i 














oT As @i ‘ owky 7 
ves Fy ey de . 
: on.” 


CMS ZF 









el 


4 eee ieere rs ik CAE eS te ee OC wip Meu =a 
pO EE dere A AN Se iv J EW PROCESS. CHART 


id Division of Lending 
page 30 of 1 


c MAKE Suee ADPRESS}* 
ye, : ON FP-SHS 1S conn + 
5 





AN <eiVyoel. 
IN| TIALS Ih LWR 
nT Raw ce re im 













CL 
St nevigg 


eel wei 


FO THE CHARGE | 
Be SPs, 
















PI? The ‘ 
ReaQrecr Remove : 
Some JN oN eed he 
air C5 
yv G pace are 
ee WA ko 
| y 
eis cAr kb 
Anp Revers | 
t Seo £8 
METTE MA oF Rat Sate 
Fo Rm Auadutsl | Neue ier i ' 
To ehRRGE: 
I$ o STAIN - 
Fae ree 
Purl, vse) | 
H ge elif 
le rene 1S i Due saa ae oF 
ery oF THe” | eS FP RE i 
: | Te Seve 4 


Meat Wea BR Fy RA j : | Eo RvAs j 
ReQvEsT Aeron iT ° 

le ez SIF OIG IN FUE 
lenny S.nroy tht S& 







ree 
= deo F 
Seno THe 


Tu ea | Awa 






Tite 
Bere ‘WANG 
Pie Zana 





FETE R, 


; 
THO Wyn? 


Sa om ths, 
DispAaAD 
Urry 





oe ar en tg 


im : 





4 of Ss >» . 4 : Pe ’ 2 \ - hey, iri yi oo eel ! 


rere Wa 
Vewkss t) BiNGrgA AG 
Leas Oe 
mat Al CAAT) a 
Atak. ® Genny EN 


Aa) Dae 

“Birt, 2a ar 

_ hat Gay BAN i 
ibe eg 
by i aah 























ln 14 


=). to ya pase J 


i a hag me hn nr heh 


AVE qovrin 
mar ch Ect To 


eal | 
a 


MARE fn 245 
ial c Re,” 


eS 





| ane ‘Aa 
WOLSN’T 
| ARV Seno 7 oO 
BEAN, TRAG, FOR 


|Holomwes cpeck 


Mt 


q Daan 
. 


(Ee ie enas 
Leqven & 
AD ots -) 


Cala 
<=1K— 

















ra 


mA vie 
pe Ay 


fre 
THe Pue-| 
SMV cz, 


nuo 


Recor lyre 7 9 Te eae ia 
AT, + Rw ine Not 
— 
Sa Bef lus 
se 7 
J 


SWE A D245} 
Ta ade Dhar 


a | 


WW Beebe ON 






yO 
TO SEND AD-2495 
S27 @) ro loam 
Puc 






WS 
to Re 


at FE att od sds Sma algae Fa 





— . IMARK Sfimnc#é D> 


Lee ye 


PPevne ( } 


| =. 
Fur | yp) 
Bee cS! aa 


vie 


Lei ia J berm 0 


FLOW PROCESS CHART 
_ Division of Lending 
page 31 of 1 


‘ - 
pat pet Ne tr seoy 3 3° 







EA | 
elyc RENTS : 









es eee 
RE So Ap SP Se 


TO THe 
tc Adee R 


Le fi Ft “FHT 


ROGET S THE 
Pur} 7 











wees ae 
Por) La fl Ce 
tA} las 







ey face 
uf + 


~ 
’ 
6 Ne FCN ALAA UY BEA NOE MITEI 6 FA Os Wer ORS Pt Nearer stern snc te A naan neh ree 
a ~ an 
in 











Noe a MN 
——t “Sal” 





9 ath 
ws | 


pee eS 8 RS ee, Es Ea 


e 


Mone (Tt DHA \ 
ara aac 


Ee ey “hp he 7 id Veh se 


PROOIVATENS 













ter! i A ae ~—e,... », FLOW PROCESS CHART 
TES aL aTt END SoZCP oe ee Oe Be 5 SEER OR Tee Division of Lending 
J page 32 of 41 








Thee THE : s 
Ap ~-zels ouT oF 
ANNEX BOX FoR 
Anwe Z enel pe 
LH Sep 










ber iS 
“4 ee TRE PuBlearr 
; “  \ocateD yl He 
AN Ws x 











— 


{Mirra} AND pATE 
SeAkern STAM 


CN ANE AP TEES 


(apmamereemty at tae 


. 
ae, 


Teeno 4e-tGs Fo } 






SUPERVISOR MAN SS 

Mo seh IT TOCAT, 7 

Qec, Foe wi)OUNES 
ehac— 







V 


pane renner ern Cre oa pt ne ernment 


} Ap-2Hds 
| petrunweD PY 
Coan TRS, k 



















een ape ee ater cnt a a a ene 


GWE Ao-=4S5 T° | 
SePecevisclky TH tok, | 
STA FORK 

ANhexX cana fe 


Setibenbiaieih eitteeneieeteechie ee 













eu\leer7 ons 
AccornPING T° 












\/ 


as Sa ae ae Re aS 
| AVS SoRR uae: 
yp RAR py se by 
tay THE pox,| 
fan pocteow Tite 

2. hleors uw 


HAVE creams 


. “ i 

; 

MIT RARY ADVICTO 
Thar tHe Puael is 
not avallaric + 






= aA 





Te een >is & 
Pet hs boy, Lia pe 


P — - 
ie thw =wa vib} 
wei S&S Sst te eauror 
Pes J AO es 


Sr AQee “wees 


bela 


aaah 

yaw 

fives att am 
“wh Tt Tom oe 
Vote 





Pivisjom OP \euoied~ Phors Dublicntnys FLOW PROCESS CHART ‘ 
ie a eee Division of Lending i. 
Fo@s pane Og Pra s._ page 33 of ia 


renase | | 
on vers 
FOR 
Phcrancey 
AGE 
RoeeevoD 
BY Tre 
Peavene ey 


S2H orton. o FNS 








. 

| 

: . . | 
road 










— 
. ar =e 
LMA E UP AY 


Si Pe |e Ee St hil nace aoe 
JF GRPeAY 
Se tae By EAN ae 


(stare — TOGETHER! 
prove hcare Kvran ORIbWA) | AeCElVED WAS 
oT ow ALO, put | 


tan 2 AA ORSINI A 
hE ORVER WASNT, jE) le0 
BECEIVED op A & =p j 


ORS 


\ ne 


eee repo 


3 













—> 407 eT een (Pre Bet S 
= \eRpsA Ne, Ow 


44 p22 KES vid 


~ =) ‘ i 
i 


AM ORDER NUMBER | 











PREPARES A bey} 
: aos 
AN WISCAR DY THE | : 3 Vp) aec Byer Ly 


'eRVER CNET TPES 
Q 


Le7) IN saab 
| 


iz 5 - == 
So penire i ‘ 
bee ke i jhice 








TRE CREF, 
on 
AN 


We ENTER oh oTRE A 


cae oRAY OM wHic4 


Lo aweeivel een | 





| 
— Vie 












ASIC A PK. {THESE jFTIR RS 

NUNBER TAM eee tc 21OHns 
ABE PICKED o Poder) 

THE Govf IN | Fe YoE 








monn py SGUs, bee 


eos ye ee 
ITE ART wIDEeN | LOM AWTAGHhS 

1 |Aeuiy TAVGE 

i lye 


vPZER KT ANP | 
ZARWVWER 


ees 












os 
i ND : 






pe 1 








VAY ONE Ee OFF Gia Rots Ste LOY ANY MANNER, pete elt es es Put once, 
IE Tee i Ry Matey AND = UMBER OPPOSITE I 
A<eessveo Db yN. i a woes oan; Dy rAN ae : t : 
cacy oo ok ak ie Ry, [OAT REN'S RAM | 

i Arn > Poe eb EERE S 


‘i eT i eA epeck Roe = 
ar ST AANT, 
Beary Terve G H Li I Ss : 


JRDER NUM E A 





| RECinreR Par TTF 


PAYMENT 


IN evecare ID an 


OFT oDTeS PAT ore! S: 
IN VANES 


| | 2/ 
oan) 


Re MiTT van ors HEG | 








AER DEEN CNET OS A AE RR Ml INE RE TREE OI EY AEE pa NN TN, 


























FANWENT OM co7 
PUD CY LwR, WET, F 
erat wut Reread 


q! TINITIA Pan Sloe 3 


cyiech Pasi nt ion | 
+ TYVYE OF ¢-otKVv 
Te See YF AMT 
oF our Ss 


> 1B surF, } 





a Zs fi WAy vy) od 
Comeja roe 


ee 









ici aeteine 


é 
i 
i 
t 
: 
i 
> 
y 
i 
9 
3 
: 
: 
& 
5 
§ 
4 





| ‘i , 
| NOTE Ane 
| < Fe j 
=| MANNER OF a 
aa PAY Ve FY Cs SOF ; 
y ‘ q 
| ee) eon Tr vel WW, RT 
lHAnD CABAeE A 5 
ST A TL jams cate [GRRE are 
NOE ics SD mans = roy ie PMT) 1? CHE 
oF PAyuaeut ont oop | (2Uv AAT, O \ 
® Tinvvial bwa. Rr pee tla besa 
; PAYA NT LD 
. BAK coRVER | ra ie 
SH THESE wivians Seta a acca (8 ey MERE 
' INOKATE THAT ERNE eee 
weep roe PrBlcarion NS 
le OBTAIREN> Row TRE STFCES 4 V 
Ir 11> 40 BE Sant yu TRE PHoTecory 
Cle RR RATHER THAN TRE VAG, 
: s teri BECEIVED UVOLEPY « fr 
oY =H FORA IS ATTACHE DP TOA CASH ORDER wren meceyyeD CN yre Prtevecepy « ae, 
Fea . — 
B) TRIS NotAweHv Novjyeles IHC Vr oun y THE PRETocorY To Tre PHoToe oPY cJZRm AND YoT TC 
nail \7, 
578 
4 q 
i) 
iri) 
i 
A 
s ‘ ay, |? 

















(0) 
’ y a0 ei i 
1 
, fll : iy ii ra 
a z 
ee, | 
vat | ao 









a Te | | NSU Gea 
s whey 5 bh aT agi ust ’ 
. : ‘ode de ) A> gro ws SN 
” WS MAW Hee ae Wi 
vor LSet Day 
ss A RAPT aay 
rw Swit? Sie 
HSA Ne MAK 
ft-2 Wt sy ae® 
ihn BE. EOS 
/ 
" 
rd 


ey IAT PA Vn | 
> ah eyo et 


4 - : 
x. | "eS bwin eos X 
tans wo wi : 
{ ” ~~ 7 ‘ot Gn 
7 " 2 tt) 
: 
o Ww ; 
P Pa 
~~ < 
— : Sa 
_ é s 
1 3\ —< Pra | ’ t~ a 
\ - iat ay 
P y 
eal as 
ww" i 
: _ 
! i ea 
: 
’ : «sare f chem WT W 
- 
: 7 : vy Taka 4 » 
‘ 
rewaar-] stiiswd lait vt 
* “4 a 
SLAN ! : Ja Ants TAA “ 





fan Oe By me _seeesensbactermowrei soi 
———EEE eer wae f 2 5 
; Vind * ms baie a r 

ann ay front Dae poe ry : 
a ee ) Ye ety Sar Teh Oe @ 
e Oke Ber Gant i 

+) Sine Meg Mare Abe eke ’ oe 

5” E r ser Ghewear Wed TAD Salvia ey | tee ty 
” 


Wt 


rs. 


id 
ee 


a ; ie FLOW PROCESS CHART 
{eT oe er Vigeh nr OO BOF Oe fT Division of Lending 
page 3h of 1 






















fico 





eS att ae cn, 


Pur on PER 
FoR an IN a ad 


han rena 


| Ss <a matt { 
PreR RD. HAND Mass coe att 
CORNER, | >a Xx i 
















REceRO How svny 
ANICROIS | OC RBERS 
ANID VPHOTOPRINT 
CRPERS HAW Di=z0 
ON WwEeRISLy TA 


















Put oRPEA No, | 
TAM, OF TAIT, 


= Sone 
tN ORIG, & DuPl, 
oF Preevac ry 


Pe) se tf 
Cp mre ieee | EP | 
enaree ei} f eheents > 7s pu PHEG 
ei tiahs so tonal 
ORDER REGSTCR } 7 : 

‘ | 
! 
| 
: 
’ 
f 
/ 
2 
t 
} 
a 
i 
& 
: 
i 
; 
i 
3 
i 
5 
q 
i 
i 
; 
} 
i 
; 
i 
| 


: 


Tg ba 


REPEL MSD colunn; 
bop Mlotomvry REG} 
EALA\S AMT 1h5 


CASH Bix 


<a een! 


> SsaEnT TO 
prevo cs PY dear 
oe, 


ae 


IF PASIvWAT ORs 
iS mpoeemelerTe 
jSuerly ceareer | @) 


EwrGR CoRASCT 
See 2% AAMT. In be; 

eT y ee re(e! 

SAT, Aaa copie 


GN PER PAINE a 
dig ~> = oF &47 j 


SHowN IN coupon S 
ae (AG GIVatTi or 
| 
{ 








3 








en te ny 


cP ore ccty 






c)EaR TARES 
L697 6 LTO 
Lae. Cwitk 


oon 





ne ee 


boy shape 
ReTuKvl b> Te | 
PHeTe< 
celeRm y 


Syoune EX .ESS Se AMT | 









t 

ew 207 ram | 

Dee LW = eS ; 
é 

Der “Ret wep TO 

t 


Yoru pres 





j 
| 
t “ 
} VANEL . 
i 
H ee —_—. 
——- V—— —- Pel 4 Go7 witht 
vAE AMI. 
Bee > H : i ae rev) 
; } 
i 
t 
i 
é 
f 
4 
‘ 
¥ 
i 
i 
i 
i 
3 
* 
; 
; 
: 
2 
é 
4 
i 
: 
pa Bes : 
3 
1 


ee nS Yas a er PT ee ee Tema 


EAre yes INITIALS ? Pot Wu my t 


FROM CORNER OF { Bas ao 
607 fPoT 1T ory ies JR Res APP RO 
| 


z 
$ 
| 
{ = ely fom AP PRE 
{ 


lepers I” As LAI 
] ie 







PROVE cory 


Claes. SonSy[re 





Mec, P08), Jes | 
a t GdaS? To | ; 
4 = ee of i 
= | AB 20A) 
on ioe | Pee sens Saar j 
[Por Fo | PROTOCaPY KG) 


3 
=, - 
NE? bey (er eM | 
j 
, cscs USN ee RRs : 
iProracepic S CO | 33 
PARDEE ANY EvcEeE PT } 
FoR tTRese gvEenPrAlFr 
VAB mails 
TREN +b PATRONS 







Gwe 607 rO 


nt 
| 
PHore cury ~ ! 
ASS) SANT 
| STAari2 on bo7!S 
ei ; . ' VATE “aleD v | z ais 
ane Rewen THEA with | 


OYaR PAID PHeT oC ees | 
paw? THAIR 607 ST 9 


IPs Toc rat Ine fe } 












| 
i 








I 


= ——— 







4 
’ 4 
nAo\h, & 7. 
VecvTaw ran Gi : 
: ~ a\4 ae tevet ay ' 
Sj + a yi — 
x ay j 
“! j 
\ v a 
~, > $4 ; i 
; ~, 
~ 
- - —— ~ 
“ 


muy 


ye CE Ie Ee nr a ae _ -FLOW PROCESS CHART 
cA Ea IB a i Ee a te SRL let a ll ad Aen Rs al ates De Se Divi sion of Lending 
Page 35 of 1 

















premiere tacesia terme Wem, annem gepnisemnen,, sererie 


i na 
| PReretsry Ascisr | 

! 
bin Mise, shor a ar, ; 


{ caw, . 
i NAR WU SIEATUNS | 


wal 


Ay 
ie 
ay 





consult Vans | 


dio 
| 
: 
| 
| 





GEFSe Qenaf Toals ! 


its 10LATIFY 
Pu re ation | 


ip 4? 
ae aa sS 
Fé 


an 
THE AW ING 












Pie 
TRE Sut \ re NO 


A Seeinlt wore ve PIS ~~ 


No 






ae ae " REF TFool“LisrTEes aS 
ill =/e& IEA TO . es - 
IPE! ay D dB Tdie Y Beye iit 
' J pe 
NO on, al 
S AGES) McG fitAv« oR Pe | 
7 TRE Citaviors [Return eo Peri 


MORG WFO oj 
Sou ce oe HE Rj 


OM Re guesty seer 









PAVE I Reraaed> | 
6 REFeRgenc es { 
LienAraw FoR 
ipo at F O° 4 
a ca aan ” 


hak eee NR SNE ET SU i AL Pe 








SSISTANT 


{ 
ble os Seer ee Mi) eae 
G07 ReTunveD oS ie cancel ¢ | 
Te PAH OCGA SN 7 REF: Ie Bs Ania pf cWwe To os 
Ger JHE VIHOTE COPY i 
i 


call No 





put cal No, | Ms 


OW bo07 An? F Ni { 
PLACE IT IN THE S : i," 


W INDUS MESSENGENS 


ox “ | } | 


ee 









580 





elem et 


Vanna d 3 iL® ¢ 
re Tr ae LN 
OL 
Say 
| 
\ 


oM hms roe 

SMA NSE MA 

4) OMT as WSS A | 
POT Shim Lomerds ey | 


adel 


ES 
A) 


hh eri 

















Lory Witt A Not 
CN seele IRON We Za 
iS Givun TO 
Preracury 
SSisTANWwT 







oe neane apa immer omni me 











GWE G7 ro. 
VES | CiAsuLatiow 1° 


ps BE aecaile> 
AnD Rero-cave D> 





is 
im 
CRAR SSDP 
ovr 









‘ 
RETVEWE © = 
os gal ©) 


priTocery 
aor IDTA 











Sa aes 

| Pov Rote 
pet Ss Si proto scnech 

witt ¢o7 Ae 


her ors DYVs 


Z 
’ 











Push in 


<o\\ec tion 
Recorong TS 


h anaes Re 








6G = | 

Pra te i) 

ReTeenaPp TO | 
Hovde tf A oset 


| 





THoToc wpe sl Pr. wh ee 


ee enn ee ga meso 


BNE wes ae e - 












s27 


ae ve eis ae 
CAN<! E| 2 SCE IZ | ay eae 
En tu 1% 
once P Ewan 
Tot Pitovocery Be eee 
Cla ar | oc ano e 


“ BVER TET Le at Face i 
ene ast Bee oN Miero sF% 


FLOW PROCESS CHART 
Division of Lending 
page 36 of hi 


a bpeees 


ee a 


eee Puce} 

in ty fies 

Sen7T THO VHetTecory/ 

ASS) THAT wir | 
ok % 


; comes 





PrsinarsorP¥e 
Commer eo 
aw 


Bg uaPere | 





Pas inatian 


1 
t 
: 





< 


AENEAN DEB NNR ct I PRE TTR SIT BBY LD EAA NE TAT FOES ID Ml Da 
’ 


ur GotInN | 


Coan 


J Prore Ran eee | ; 


mls 


Se — Set 


IN LwR, AY, Raed | 
orwe R OF ces . 
iPyT Retuen xe % 
PWT IMropels OF | 


Nan To cary Jar 








1 Goes TO LAD 
WHERE PHOTOES 
AFTER WHICH LAS 
mails QuT & xXcePT 
+Hote OVERVAID 








STAN {7 oN boy's 
yATE maile > 
Are Reqpera THEM) 
Ww fT OVE REA) i> 

PHevec OP/ES 770 
PretocePY <IE RK 









581 












| Law neue , 8+ Fas Wie 

dai @eernd! 0! Hensal 

- | Peston ey raat Cellanna we 
tori TMMTE ROA! QWres<sh CAA 


—— 





; esha wien €Ek 
~WA COD ATi 
‘Vid who Goa 
LAeog Sein 


















Ti 
Vii now ove 
’ Os Tease of 


fiuimenee ~@ 
“ YT weer? 
Hoot a \ sl 


A entteidieletet ~ 





ee Te Torn fuana | 
F q AS 4 j 7 BT a3 { , 
x 4 wi Sh tone / weak Te 
- ma A ume mes orf i 


~ 4 ie asian | 
~ Po earns FS 


‘3¢ Vi 


we Fae a ay = 
. ; f ST . . ma AD b 
TL Seer, ae 21) > 





a 
AWA OTH A me e 
oo) 4 <a 
“at We | ‘rw Teh Ves may: 
An sider ar #! . 


tion] | mala \easotelty 


s Ti As phar 


: 
ou 











PHopocery clink | 
Ricejwses FRA 
LAI G0 ANY 

FAstoa6 PY | FE 
OVER KA\D 






WAS 


“ie ink 


AN 6VERPAID 





CROCE “f 
be 
yn oToc ory clerx } 







STAMPS ON Berit | 
Go PIES OF provecory) 
REC, TRE DATE | 
cory were mAyfee 


[Record & Ke Po on | 
WEEKLY TAS scer | 
lof TetTAlL NY of 

IMleRO OROERST | 


| proto PRINT cREER S| 









Seqae GATE TO i 3 
Be mailer cADERS i 
tAiS+ Dvel Serr, ‘ 
Iw “vo Be BUFO 






Preyer we VF 
6naee -ewon TH 


ey Busyp 5S UF RY 


DISCARD | 
IN 7 


ont 









— 





~ 





[Hote cory 
| wiaee BY LAS 
IS RET RVSE 





op 


Witt Gers” i 





[on Born come 5 | 


DF “RES oF coum NS! | 
ISSUER 77 Per onveR 
iNe. FYAANT Te Be | 
Refuse IN 


ICE Eel 





STAN? MA,)GD 7 
OM Dorr comes | 
or PHoTo cer 

UR PER BEG, 
jwith DATE ro i 
Wiest se OTe 


seme Oe ee - YH 


; 


On REASSAL Fore ‘ 
We TURN 4s FE ORAN 3 
! Addi “EVER ZAYEvT 
ea Fin wat oe | 


aS ae a 


ane eewoeeiones — -— 


Tror TRAT Cored, 
| COUPONS, AND | 
{| PiteToce ry IN 
, APOPE SES 
| envelope 4 EMA! i 







IN “TO BES 
etlea’ 






File Go7's | 
j 
{ 
! 


Box 





—_—_—_— 
DIscArn | 
IN A 





ret ane 





982 


FLOW PROCESS CHART 
Division of Lending 


VESHASS Oe Tae} , page 37 of Tel 








| 
| 
i 
i 
1 
| 





== 





Yetasn wh 

rn,” wit at 
ate ie * ae | P er 
So item ws le «| ‘‘ ee 
Lae Aes ( T Pets Tere 


y Rue eMet mage) VE 
c ee eee 


—_~ 


— 


© ge: ete 


rot 14! 


TAanT 
Gan 2 vuosvuor! 
“i ys sips | 

yNO TA 


oe fae ae 


. 


J | tawand’ elie 
| weed hee 
* ohh pei a vw 


oe ea Ye? ~ 


‘ke 


ow TAD ON PAe i 


I 








PRETO OY Purch ASE = Dao. 32 a ea FLOW PROCESS CHART 


( See 1 OOD ana Division of Lending 
Com PLE Ta 5) MAMAS page 38 af hl 


(¢) 


~ 


ave 


CANE He fier ufe rocks | 





ARE - REetvVED 
From rae . 
| rerace’y AseisT 










STAN? curRrEewv 


he { 
PATE + cancelley} 
On Huth Corres 
si TRE “Phetocor’/j 
CRPER RES } 









KEEP Recone a 
NuMmOR CF [ 
cane llAtieN Ss | 
| ON WERRLY 







| tie Sire 
Pet gancesiers i 











g VER\ HY 
4 ~ =F GET yr ApRPREISS DH { pret te 
i enve|oPe § dive i AA Pe) 


: : 
igo Prete cory Ass 





Pur oreéa No, ¥} 
— ‘ 

AMT, To RHE H 
Rerurred qn | 
i 


ceurens) oN err 
COMES OF FRE a 


Cuu PON 3 Suc Bo 


ene Hy 
Fev 667 frp 
CeuPonS JV | 


ADPRE Sort i 
Eyyohre ¥Five i” 


pe ay Aen 






Vea ry ¥* 
ine 
Aut Bax 








583 





















ih - Y ; Ten areas 


_ _ 


HK a 


re 
\ 










j ale he 
ans NO ip 


a) AtSmwAl 
é tei rT Allee oi 
rasew pelle 
t “Ts sda ' : ay 
F A NT 
SA LL TN, i" * -2 
V4 Pay «i @liaana +t) 
At Tut? WRoreAdaa «ay TO ; 
Pia 


. Vwi Bovlev ea 
Raine “Thies tS ia Tor) 


eo ep a mg ote o. 


Duby oF Leary g — mytoto Durbar 
JN Gupies RE Pherecopy Precise 


ee Fy 


KOK PEC Jaen sat 





|NQWRIS 
RECe} ve D BY 





wate 


Pye ecory cf/ERK 
Isr Availasa: sity oF 














FLOW PROCESS CHART 
Division of Lending 
pgae 39 of 1 


SPEC}Fle TEM S / 
OoTee ary 4 
| Severe st 
| MISt, Pure) i ; 
i> Pin) co /Y 
. y : 
Sete SNE Ae 
| = Pe ORL Ba Go wh, g Pe Ane 
,, | e { 
| AS | OWE T | Bae. nn Mal ro CATREN | 
|= Zeal) ep | PHorece PY ATW OPPAINED, ee: aes } 
{ . fi 


7” ee 











2 BTA) ADS TAT TS | 
2 ol call wo, 


Por we jks MARGIN 
OR IN cs\) No, 
SPACE | F 
R&E/VED INA 
C-« j 










Ase stanr Pallows | 
1 
| 


PRuce Pons Given 
AY pG FT FoR 
PRuUT0C 12 ¥ CE ae, 








PREPARS 
AD-2.45 Foid 
EAch ITEW TE | 
QIVE TO Ven Pew 

ASST, TO cor 





;wro IKITIATe S 
NORmal Pie Oo puRe 


Tv Joente Pus) | 









FUNC Asef Assist | 
Felis > PRoce bent 
AvEMATLEPT FoR! 
PHOTG COPY 


of Rm 





{ 


AGA ST jr EN 
oN JNQVIR 
: 


nel 







Suprly ern | 
com PleTS i 
PAGINATION T 
MAKE ANY NEC, 


ceeaes NS 








™~ tos bee ee 
USS i 


ily eS. po 
Foss) DIE ro ; 
yo oe 


Qvore PRICES 
ea 
‘a 
———W 


hier 1TeMS 

ON Sr PAanIN 
GHEET OF Pepe 
Fe RRVITATION ort 


Ric cts aed 






















ae Cee 















a 









[Neen Qvotaryo sl ADRESS We A YRa-Fopayr | 
Z. GuvG) oP te INVOICE 48% 
“oO és: 
ProreceP Y worces Le hie s eae he 







Atrach a” ell 
For coker erron/ | 


+Supprly of = ca a Giana | 
. t eo c¢ 
: SAVE] ORS 
meee My ; Eas ae | 
rd 


_— 


58h 


GWE mans to} Za me 

+o MPOTS <or¥ ASSIS) eae ° LAt‘ce } + ROMAl| Tro 
Lite 5 Ried PAIROM with 

pore ~ 

AVA) HAE , Tay 


LARS 


; aan not if callcctrepl| 
23 { 








NOT PRESS 


eS 


—, 
Wr 
€r, 
ny 
vi 
= 
< 
ff 
at 
> 
-& 
at 
v1 
> 
D 
3 
A 
mes 
> 
vi 
on 
.es 
RP 
> 
sy 
iw 










VERE Y 
AND POT 
ywatedt 

Geox 





























1 } a . = 

* “1 PPAR Wy 

y : ov Bwi> 

| : Vs res t tind 1y Lem 

| i a. ee VO verre Wt 
- bad 


i] : Tew Ti = 7 


| . ro UA et Twnracten & 
W —— ; ld ed Ae al 00 Vee THe 
) i aa aes oe 
i 
| | — - ae 
| : . 


yo > TON 
= (Wwe ara! 
' 





} | ——"> egies nie 
} Peat Vawg Foul 


{ 

| 

| | Lease sree) 
y 





{ | 

t 
| | 
Ne X 
Vie | 
Hy (idewrssiindhtmiapetitinantiafindate : , 
Hii ty ROE TT *F 2 melawgen BV | 

} UOT tt* ¢ ta SAS P— a : = \ 7h 
i =. a ih (rts Yeo ero « . ¥ ; 
} i Tl «9 4605S , “ J ~~ ~~ : ry Y 
1 ial) ’ i——- , ’  —_ cUTASTI W OMe i shall 
! : 1 yaw +f ar AS + Siete ee lawday tad ino «5 
Ye 


ae | ew | Lept Bt moat we] hs ay 
—a » kat .—. Sete a | 
J sate 


| "Take sh reset] 
Hiteg ane” “4 
g Te? TA _ 
¥ 3 i} yl 
as - 








—— Arena ey ai] 
Vara ayi | et 2904 

. ” @ tn - : Tw Hevea ee oF 
Ade wh eo * Heat 
| se } | \igeto Sollee Sree 





Ne WY toy Lyerke gaye as Be es em 


Seri fn tent oem met mn le Piha Postal ate te cd es be eat Se 


FLOW PROCESS CHART 
; . Division of Lending 
eye , page 0 of 1 


vlan ad 








poe a 
HANG i Seae | 
See WATT ce Ihe an 
FFP Ry? PEGE 


on Sodiex ad Fe Q Che hay 5 
i 














BPP 20 sr 


[en-8 Ve ares LAND: 
PASS S ff- Se c 


cour eee UTIALG CxPh 
form THAT : 


PER) sie my 


fi [* Aree uh Fost eG 
VJshermr. ARs, 
/82 AG NC) InN A 


iPABY I< lag bee 
hy oh "rms 











ove” 


Tw tT artes 5 | 
tr | pe cory) | 






yiete 


ume aically 
eel i 
t pl Nummecve  : 


APPR OT ete 
N Rota 








Amu sve 
: 

SI RCL IAT ey 

Peosrspyrrthas 









BOTW SM 
: DAY EM nH =Jo' { 





[ene ce, PA | 
WPER osc | 
4 (Fn, a ne 
| Pourins cAL 







PULTE Ta et ene ine wren ewe ureee wi: 





teryo IT 
SS he Te 
PROG FE 





Drees OW TRE 
RSUTine CARD 
op ATE Ravt cf 
TO has7 te Aco: 
hrsTen, Dorset ait 









<< 
aie 


‘ SPE In eye a, 
SHERI ya A i 


"EN REN 
cg 









Meowove CiKke 
Be cicnassens oh 
Po tem ARK 

4G UNIT aR D> Ye. 


IN APLAR OP snack 











“| 
' 
| 


> 


Ne pee “ent hl i 
fen The no yr Wye 
| ke T&S PATS 


a as 


“gee Mies oe ue 


| WR ore AT | 
‘ 
t 










GWE Pues) + i 
ReScaye Bex 
rO itrwe C POSS 

FO® cHARGIN 


as 


} 
{ 
i 





L } 
ae) Pim ) 
Cw i, 1 = 2 , i 
bent 4 ‘ 
an} ; 
ee eet iad eet 
LS ayy © ae eerie © . oe oe ae ft nee ESS oye mm wi--O 0 pa 


giliceal To nofabvid 
fg Yo Ot aged 





Pree ts SS, 
Ugh ia 


New Puelicary ys —<op ree FLOW PROCESS. CHART 
ye Division of Lending 
page hl of 1 


ea Ws 
L See WHS Poel’ 
i ALN > AYP-24+5 
iDillsrm ovr BY 
(Ror +e 
\nARE POak 

















eed enon 


oparee Fa <3 \ 


wae ‘ 
a FoR SNID weer | 
Am TU NEW Book i : 
I 
. sAcle +aive evel | 
x 


a uD ayy MESSEWEE I 


: priv exw At CSSEW GK 


.- TACK ES Sun f 

4 eh? +P Pus 
lon New Bovic i 
i Sel yy BEF Aosay: 
| 


AFTER one wee RK 
WIP Pow MESSENGERS 


a BSN 





Romeves iT PRbA0 
Wew Batk saris vt 


pve 7.40 chamePesk | 


iy 






ria W/ 
he ep ee ee ee | j 
— ' Po Ny s 
Re MOVE” fe MP 
aes f \ 
free ! 


| PischAacé— i 


om eee 


c cy. Me kot 






APRA 


5 
H : 
\ ; ry ORs 
: all ia i 
YW eecemue “ Ac aaa See “ 
Re Le Ne H 
é 


j , Sen 7 Pe APFAVE 
ee ee 
i 











FRIM RESERVES: 
ve Sea D Ne oe re ey 
To CHARGG DESK, 
ISCHPDNG OfDd 
LIT HRCe | 





DLVISTON Of LENDING 
FORMS 









USDA LIBRARY REQUEST 


Bal 2h5 

Form for describing 
material from Library 
that is requested. 

It becomes the record 
of charge 


TITLE OF PUBLICATION 
























% \ 
TITLE OF ARTICLE 


BUREAU 


TEL. No. 
Room No. 
TABLE No. Another use of AD-245 
Used for reserving 


material which is 
currently charged. 


Do rot write iu this srace 
8 
















Cenk AUTHOR USDA LIBRARY REQUEST. 
NO 
a TITLE OF PUBLICATION 
CO 
oD 
o> 
COVvoL. 
— 
Seine OF ARTICLE 
NAME ae BUREAU 
¢_ ADDRESS : 
at) 
ian ES \ / BE TEL. No. 
: R ER ROOM No. 2 
TABLE No. 
GPO: 1664438-1 7 Do not write in this snace d AD=245 
1 2 3 4, 4 Gh 8 9 10 11 12 13 






— 


Naw xe AA His 


987 


eR TTT 




























Reculars eseecetesceereeorvr eo eevee ee oe @ 


Specials 


eereeeveeseeeeoeseeeweoeeeee eo 


NOS 


NC 


eecrseouesesesteeoeeoeereoereoree sees doe 


BG GC 


eecoeeeeoeooeaeeoeeeseeeeeeeeee ee @ 


(8: C on Ob OO OOOO AO OO ODA OR OOIOOOCIOOIEG 
Cc e@eoeoreevseeevoerevee ec eeev es eee coe e@ove eee 
In Ciere e@eeeeeoevoescseeeeGeeveev ee eevnee ee @ 


Not cire @eeoeoeovoeade eevee eeeeeeeevee & @ 


Finished circ 


@eeeoaoeceeoeveve7ee GCeeeeeese 


MOSS iatCa7C eleieie elelelelecicle ss) ess e)e << 


’ 
e@oveveeeeeseeeeeereeeree ee eve ee 


HG A 
R (preceding call number) 


Ref. 


evecveeoeeaooev eevee eeeeveee eevee eee @ 


Reserve circ 


RESERVE 
Bindery 


Lost pub. 


eeoeceaeveveeceoo see eee eee oe oes & 


Snag 


eecoveenevoeveeeeeveeeoeeveevae ee eevee ae 


eeovoeevevreeec eeeoeer eee ere eS Ge @ 


TERMS USED ON FORM AD-245 TO INDICATE 


VARIOUS STEPS IN LENDING 


Requests with 24-hour deadline 
Requests ae 10-minute deadline 
Not on the shelves 

Not peered out 

Not currently charged 
Currently charged 

Charged out 

Being circulated 

Not in circulation 

Final return after circulation a 

Not to be eirculated 

Interlibrary loan 

Rare Book (from stacks in Annex Eldg.) 


Reference Room request 


Indicates a periodical not yet received 
but expected and will be circulated 


Request is awaiting availability of 
requested material 


Publication is withdrawn from circulation 
for repair or maintenance 


Lost publication, awaiting search or 
reolacement 


Indicates returned material for which no 
charge can be found 


588 





























Dummy e@eeo42eveeoee eer eee eevee ee eee ere 


per. eeoeooeoeoaoe Coe eo eee ee eee eeaeeeee eae 


Delay eeeeopooeoev ee eeoeveeeeoeeaeeseoweaee e 


Holes punched in bottom of AD-245.. 
PeECKCS MENMMOLES pecieeccicecessecee 


Tel. eeoereeoeveevoev eee eveeeeeeeeeeeer ee eee 


Biblio. sore ces ees eeeeeseeeaseee’ 
Bee Giclee sig le wisleiciae sins ene cs me cince 
Call no. change nd eeolcoueueouatan 
Not yet received cecesccccecccccee 


Dates according to 
placement on card ‘..-eee. 


Vol. eeeeveseeeeeeeeonoeeeeeevee eee ee eee 
Tssue number eeeeoeeeeeeeeeoeoeen eo ee 6 & 
Gini GTETIUM DC ITO N elelelelcieie cle sicle «sce se 6 


Copy number OO OOO OBO noe 
Accession number «esc ceessesseceee 


We BSS} eevee ecevereeev ee ev eveeee ee ee ee eee 


An AD-245 placed in the file to show where 


@ book is if not on the shel? 
Periodical 


Stamped on AD-245 to indicate requester 
has been informed of delay in filling his 
request 


9 
Represents one week between holes 


Represent overdues 


' 


Telephone request 


Publication requested is in Bibliography 
Division for processing 


Reference Room material loaned by special 
permission 


Calling attention to a correction or 
revision in call number 


Used to.describe a periodical expected 
soon 


Indicate date requested 
date charged 
date due 
date overdue 
date renewed 
date returred 
date of a step in search 


Volume of a set or series 


Used for detailed description of publication 


" " " " " Hy 


Used to identify the Library's copres 
of an identical publication 


A number placed on a publication when 
it is acquired by the Library 


New—cook Shelf 


583 























e — 
aA . = 
7 a 7 e = - é = 
~ |) a ees a oe 
Pe 4 bs 
a . nat ba « 
* 
- a ~~ Cae ‘ 
Ry ~ " * *. 
) =e - * 7 
a waa 
vine e's = . ' 
e—* 7 > ° é . 
. 
« . * x 
— ap. e e ’ 
— w ‘ « 
A ae rs - ‘ ‘ 
- a . > - o) 
= — i * > 








é 


Gertie 


=a 


4 
‘ 
air 


47 Ga ec’ 




















C&R 


Not in Biblio. 


Grad. Sc’. 


eeoeoeoesceeeeeeeseeeseeeee ee ee 


Recall 


eeeeoeegeernveoeeveeewseeoeeeeeeeeeeee 


Reserved 


@eeseeoocoeeeevoees eee eeseeeeeee gg 


i 


eeseveceve oe eo Oe ese eeeeosvceeeoe © 


Search 


Drop 


e@eceeevsesceoeeveeveeoeev eeeoeeeeeveeeeev@ 


BIACIE i aielwinleldisielaaielaie e's cl6 eels oie 6 bare ec 
PRONG ccccccccvccsssscccoccecesese 
RePPIC El cclsvleiciciesclewsee esis scene sete 
EHOEO Jelesewscccceessececctcsscecce 
ee Octet etelaia|s)nivie/o\clcicls)s1© sieie cere oi 6.0 6:6 


Check holding 


Rush, Return, Send, Hold, 
Other Similar termS...«-.-.ee-+e- 


Casalog and Hecords,, indicating that ¢ 
public 2 ee is being held for a ang 
or recording. Refers usually to newly 


accuired material 
Used in search to indicate the publication 
recuested is not included in the Biblio— 

“raphy of Agriculture 





A Graduate School book 


& demand for return of a loaned publica 
tion needed for photoprinting 


Notice that a publication is being photo 
printed 


Indicating that a publication not on the 
snelf must be traced and its whereabouts 
cetermined 


Indicates a name is to be dropped from 
the periodical routing lists 


Add a name to periodical routing lists 


Borrower is to be informed by phone of 

the status of his request 

pages duplication of a publication 
5 pages or under 

Indicating duplication if <0 pages or 

more 





A stamp used by Assistant Chief, Division 
of Lending to indicate that a oublication 
1s approved for photoduplication 


Indicates a step in search—-to determine 
whether a reauested publication Sei 
the Holdings “ecords section of the Di- 
vision of Catalogs and Hecords 


Used frequently on AD-e45's in regular 

library ooerations, such terms have ob— 
vious meanings and serve the same pur- 

poses as in all office procedures 
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ERLBRAEY LOAN REQUEST 


cording to the A. L. a Interlibrary Loan Code. 
17 May 62 


te of request: Remarks: 


Armed “orces Institute of Pathology Library 
Walter teed Army Medical Center 


Washington 25, D. C. , 
Jibraryi and 
enclose : j 
shipping label. Co] Madison 













‘or use O Status —__—_____Dept. 
fold ®» Author (or Periodical title, vol. and year) 





(Jan issue?) 
New Zealand Veterinary Journal Vol. 10, 1962 Pg 7 
allo. | Title (with author & pages for periodical articles) (Incl. edition, place & date) 


Brown, May & Williamson 


a fGP : [] Any edition 
Verified in (or Source of reference) * 


If non-circulatina, please send cost estimate for [1 microfilm [1 nhatanrint 


INTERLIBRARY LOAN REQUEST 


/ccording to the A. L. A. Interlibrary Loan Code 


21 May 62 


Date of requesi: Remarks: 









TECHNICAL INFORMATION DIVISION 
TECHNICAL LIBRARY BRANCH 
FORT DETRICK, MARYLAND 








Bateman 


Status a eee eee Dept: 
Fold & Author (or Periodical title, vol. and year) 


Acta Physiologica Hungarica RnLOs Le) 
Title (with author. & pages for periodical articles) (Incl. edition, place & date)’ 
Ernst, £.3& Makaresz, D. Yee 2 


334.8 == ae 
Ac8 <a. 


Verified in (or Source of reference) 


Call-No. 


(D Any edition 


______! If non-circulating, please send cost estimate for [J microfilm [] photoprint 
Lending 

library ° 

—_ 


Fill in per- 


INTERLIBRARY LOAN SERVICE 


tinent items 

return sheets 

libr Note: No acknowledgement of receipt or return is required. The receiving library assumes 
idrary 


under U.S DEPARTMENT OF AGRICULTURE 

B ond C to 

responsibility tor notification of non-receipt. Stones 0 Smuace “eseuRst 
© should accompany sheet D: Notice of return. AUTHORIZED BY: CHA 


REPORTS; apy 2A S62 
Borrowing 





INTERLIBRARY LOAN 


(Sample of Mailing Label) 


ee Products Laboratory 


Fo srost Se rvice 


“S Department of Agriculture 
Merion 5, Wisconsin 


WASHINGTON 25, D. C. 


LIBRARY MATERIALS 
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REFERENCE DEPARTMENT—LOAN DIVISION 


992 














DIVISION OF LENDING 
FORMS 







REPORTS: Checked bys 8) ewe 
SENT BY: (J BOOK RATE [Express Colleci 
Insured ior $ 
Other 
Date sent Charges $ 
DATE DUE 





(or period of loan) 
[1] For use in library only 


NOT SENT BECAUSE: Fold 
CL] Not owned by library 
OJ Non-circulating [] Hold placed 





(In use (Lj Request again 
PFOther: 7, +f 
CL 
(CD Suggest you Jest per Ce oe 
KS le eg! ko a 

Estimated Cost of: Microfilm 

Photoprint 
RECORDS: (Borrowing library fille in) 
REPORTS: Checked by 
SENT BY: [] BOOK RATE [Express Collect 


driver 
Other 


Date sent 


Insured for $ 


Charges $ 


DATE DUE 
(or period of loan) 
[ For use in library only 


NOT SENT BECAUSE: < Fold 


L] Not owned by library 

TL] Non-circulating Ld Hold placed 
[J] In use [] Request again 
i] Other: 

(-] Suggest you request of: 





Estimated Cost of: Microfilm 
Photoprint 


RECORDS: 


Date vol. received 


Date:volsreturned=] == eee 
By [] BOOK RATE [ Express Prepaid 


(Borrowing library fills in) 


Others Insured for 
RENEWALS: 


(Request and report back on 
sheet C: Interim Report) 


Requestedion= 2 aes eee eee 


‘ Renewed ee 


(or period of renewal! 


POSTAGE AND FEES PAID 
LIBRARY OF CONGRESS 


Ki 


A Pt ae 


a er 


A TT 


i= emt) 


A a 
— 
veut tant gegen i 
19-E; 109Q4°s 
. ie all rus foot * 
2,0 .¢ aohpeae 
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UNITED STATES DEPARTMENT OF AGRICULTURE 
: LIBRARY 
WASHINGTON 25, D.C. 


LOANS TO OUT-OF-TOWN LIBRARIES 


Publications in the collection of the U. S. Department of Agriculture 
Liorary will de made availaole for loan to out-of-town libraries in 
accordance with the following: 


Method of Requesting: 


Borrowing lioraries will submit requests in duplicate. 
The carbdon copy will be used for reply. 


. Requests may ve made by letter or by form, according to 


the current practice of the osorrowing library. 


. Individuals requesting loans will be referred to their 


serving libraries so that all requests may be made on an 
interlibrary loan basis. ) 


. Since items requested must be transferred to this liorary’s 


request slips before shelves can be checked, service would 
be expedited if each item requested were noted on one of 
these request slips (Form AD-245). Such forms will be 
supplied by this library upon request. These forms may 
be used in lieu of request letier or form, if desired. 


Citations: 


Citations should be complete, especially in cases of periodical 
requests. 

Borrowing lipraries should verify references before requesting 
loans. This library will not verify incorrect references unless 
the borrowing liorary has exhausted its bibliographic resources, 
in which case notation to this effect, and summary of sources 
searched, should de furnished Dy the borrowing library. 


Loanable Material: 


Borrowing libraries should request from this liprary only ma- 
terial not generally available elsewhere. Issuances of another 
federal agency should be requested from that particular agency, 
and requests for such material should be directed to this library 
only when the source-agency library is unable to supply. 


. Material in the following categories is not generally available 


for out-of-town loan: 

a. Periodicals, 

b. Foreign statistical publications (Classes 253 - 273). 

c. Rare dooks. 

d. Publications in the Reference collection. 

e. Reserve material. 

Borrowing libraries are requested to purchase photoprint or 
microfilm in lieu of loan insofar as possible. 
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» Loan Period: 





1. Material is loaned foe one month. 

2. Renewals will be considered, if request for renewal is received 
on or before the due date. 

3. Material loaned is due in this library on the date noted on the 
Due Slip which is inserted in the volume being loaned. 


Reserves: 


1. Material out on loan, in use, or at the bindery, will not be re- 
, served for other lioraries. 
. a 2. Requests for material previously so reported will be accepted 
| on a first-time basis. 


q Recalls: 


; 1. Publications loaned to other libraries are subject to immediate 
: recall when needed by this library. 
2. Material so recalled must be forwarded to this library withi 0p 
24 hours after receipt oi the recall notice. 


Delivery: 


i 1. Material being sent on loan will be transmitted by Registered 

| Mail or Express Collect, Gepending on the size and weight of 

| the shipment. 

2. Returns should be made by Registered Mail, Insured Mail, or 
py Express Prepaid. 














| Returns: | : 

1. Material is considered overdue if received in this library after’ 
the due date noted on the Due Slip. 

2. Continued disregard by a borrowing library of the due date may 
result in cancellation of borrowing privileges until records are 
satisfactorily cleared. 

‘Replacements: 

Borrowing libraries should replace sorrowed material if: 

1. Mutilated while on loan, 


2. Lost while in uSe in the borrowing institution. 
oe HOSt in transit. 


March 26, 1956 
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THE LIBRARY OF CONGRESS 
REFERENCE DEPARTMENT 


LOAN DIVISION 


INTERLIBRARY LOAN 


G 























Under the system of interlibrary loans the Library of Congress will Jend certain books to other 
libraries for the use of investigators engaged in serious research. The loan will rest on the theory of a 
special service to scholarship which is not within the power or the duty of the local or regional library to 
render. Its purpose is to aid research calculated to advance the boundaries of knowledge, by the loan of 
unusual books not readily accessible elsewhere. It is organized to complement the resources of other 
libraries, but not to supply the major part of the materials needed for any extended research. Conse- 
quently, it does not contemplate, nor its scope extend to, loans of large numbers of items required for use 
0 





in 2 single investigation. 


The material lent cannot include, therefore: 


(a) Books that should be available from a local or regional library (such as a State library) having 
a particular duty to the area from which the application comes. 
(6) Books that are in print and procurable through ordinary trade channels, 

(c) Books for the general reader, textbooks, or popular manuals. 
(@) Books for student or study club work, or the preparation of a thesis. 
(¢) Books in constant use in Washington, the loan of which would be an inconvenience to Congress, 
or to other Government agencies, or to reference readers in the Library of Congress. These conditions 
would ordinarily exclude from this loan system many official documents, books in the several reference 
collections, language dictionaries, and encyclopedias. 

J) Newspapers and periodicals. 

g) Genealogies and United States local and State histories. 

(2) Sheet music and librettos. 

z) Motion picture films. 

4) Phonograph and language records. 

(4) Books in the Rare Book Collections. 

Z) Manuscripts. 

mv) Volumes in poor physical condition. 

n%) Material which by reasons of its size or its character requires expensive packing or high 
insurance. 


Loans to colleres and universities are customarily limited to books required by faculty members for 
2 Me 
use in their personal researches. 


Music (except in certain cases such as unbound music, manuscripts, first editions, rare volumes, or 
paris for orchestral or chamber music works) is lent on the same conditions as books. Musical scores so 
lent, however, may not be used for performances, but for reference and study only. 


The borrowing library must assume complete responsibility for the safety and prompt return of all 
material borrowed. It is expected to apply to the material borrowed the same safeguards it would apply 
to material of its own, requiring to be used on its premises any material that it would not itself lend for 
_ use outside. The borrowing library is expected also, in cases of loss or damage, to attend to detuils of 
making replacements, 


Subject to the limitations indicated above, the Library of Congress welcomes applications for |oans 
coming properly within the intent and purpose of the system. It must emphasize, however, that its ability 
to deal promptly and effectively with such requests will often depend upon the clearness and specifica- 
tion of the applications. Those applications which require research to identify the material requested or 
to select items responsive to a need must yield precedence to explicit requests for particular works. 


All expenses of carriage are to be met by the borrowing library. Borrowers who wish to have inter- 
hbrary loans sent to them by mail may make a deposit with the Loan Division suflicient to cover the cost 
Oi postage and insurance. Unless such deposits are made, interlibrary loans are sent by express, charges 
collect. 


Photoreproductions of materials in the collections of the Library of Congress are available at mod- 
erate cost. The filling of an order for photoreproduction is dependent on availability of the material in 
the Library of Congress, and on written permission from the copyright owner in the case of copyrighted 
material, Send your request, including complete bibliographic data, to: Chief, Photoduplication Service, 

Library of Congress, Washington 25, D. C. 


U, S. GOVERNMENT PRINTING OFFICE 


: ae | 








————— — 


—— 
oT SA 





UNITED STATES DEPARTMENT OF AGRICULTURE 
LIBRARY a) 
WASHINGTON 235, D. Cc. 


- is Dera = ra 
Maerker WO was 


Div id asos4 


POE ine yy of Congress 


Z nm + fs 
dagton 25, Ds» Us 


SUBJECT: Interlibrary Loan (only item checkec applies) 


needed for official use in this Department. 


Returned with our thanks the material listed 
below which you recently loaned us. 


2 
Pauline W. Jennings 


Acting Chief 
Division of Lending 


f- y pilense tend the material Listed: below. “Lt is 


Inter-Departmental Messenger Service: Stop 209 
Telephone: DUdley 8-5508, Code 111, Extension 5508 











m yamber 


si a 
List NOs 
. mm em ee te et et ee eR toe 


Ynion Catalog 
The Library of Congress 
Washingtoa, D. C. 


We desire to locate copies of the followin af 
dibrary borrowing, Please circularize the A. R, L. membership for titles of 
which no loanaplé copies are found in your records: 


—) 


Return Address Over: 


Address of Sending Library Here 
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GS UNITED STATES DEPARTMENT OF AGRICULTURE 
LIBRARY 
WASHINGTON 25, D.C. 


Mr. Legare Obear, Chiei 
Loan Division 

Library of Congress 
Washington 25, D. c, 


Dear Sir: 
The material noted below is needed for official use in the 


Library 

Eastern Utilization Research ard Development Division 
Agricultural Research Service 

U. S. Depariment of Agriculture 

600 East Mermaid Lane 

Philadelphia 18, Pennsylvania 


If you can send it direct to them, the favor will be appreciated. 
An addressed mailing label is enclosed for your convenience in 


mailing. 


If you are not able to lend the material, please notify the Agency 
Library direct at the above address. 


Sincerely yours, 


i Gee BL 
Angelina Js Carabelli . 
Chief, Circulation and 
Photocopy Section 


Enclosure 








* UNITED STATES DEPARTMENT OF AGRICULTURE 
LIBRARY 
WASHINGTON 25, D. Cc. 


a. 4 ag 
rarare Obear, Chie 
3 


3845 ra 
AWK Beane = 

HIO= Abe apr pias OF 
peers COnELer 
as ston 25, Y- 


Oe aa 
Pa ced 


SUBJECT: Interlibrary Loan 


The material noted below is needed for official use in the 


‘ 


U.S. Dat. of Agriculture 
Library; @oliswite Branch 
Administration Building 
Plait tadusiry Station 
Bettsvills, Maryland 
fel WE 5-4620 Ext. 416 

hay olmcanesend at direct to them, the favor will be 


appreciated. An addressed mailing label is enclosed for 
your convenience in mailing. 


4 


+ 


If you are not able to lend the material, please notify the 
Agency Library direct at the above address. 


» 


Sincerely yours, 


Ee eee 


Pauline W. Jennings 
Acting Chief 
Division of Lending 


Enclosure 
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Sata SS SELOT ONT ITY Cede : 
oN? SADT At iol ce ihUs ; |} Copy of Library Request Form 
1 aR Dn os 4| Copy used to notify reauestor 
i] of action taken on his recuest. 
teed mare dery cree ~~} Material not available because 
cae ‘ of one of 3 conditions: 
se sovebi nderg ) paapmediieaary Gace acacia ras Seok Tite sear 1. Received but not cataloged 
Bonsaye 2. On order but not received 
eds si Sy : 3. Not on order but recomnend- 
3 F Awa : . EG. 
Be es CeO PIE Ih) ps tk TS kS save | Fee “4 


Use this form to request 
“Acquisition to obtain copies—- 
Usually a request: fore: 

Extra copies 


(es copies 





Est 
No 
Ap 
Pro 
LC 


USDA LIB 61 


REQUEST *OR PHOTOCOPYING SERVICE 











(ENT OF AGRICULTURE, LIBRARY REQUEST FOR PHOTOCOPYING SERVICE LIBRARY CALL NO. DO NOT WRITE IN! 
THIS SPACE 
OK OR PERIODICAL 
;Payment of 
4 e 4 made by 
DATE OF ISSUE PAGES [NCLUSIVE i) aes 





\(-_} Money Order 

jL_] Lib. Coupon 

L_] UNESCO Coupon 

(} To be billed 
(See Credit over) 


otoprint (_ ] Microfilm reproduction in place of loan of publication or manual transcription and solely for research. I will 
sproduce this material without express permission of the copyright owner, if any; I am not purchasing the reproduction, and 
clusively for your services as my agent in copying upon my request. I assume full responsibility to any copyright proprietor 





ORDER RETURNED BECAUSE 
(] Advance payment required. Submit $ 
(_] Insufficient funds. Submit $ 
(_] Not in Library Collection. : 
{_) At Bindery. 
(_] Incorrect Reference. 
2 (_) Other. 
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RETURN BY MESSENGER 


or material in Reference 


Table || REFERENCE PUBLICATION| room collection 


- REFERENCE ROOM ONLY|. 
wurn to Loan Window. | DUE 
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pepe. 2s 08 immediate recall and must be "Collection 
returned, BY MESSENGER, 4 


on or before date due. ime | 


NOT RENEWABLE 





DUE 
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This book is charged 
to the above. Any 
transfer should be 
reported promptly to 
the Library, Br. 6811. 
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Control Sheet-- 

Form for recording Special Requests 

for material. Patron may be waiting DIVISION OF LENDING 
or to be notified by phone. FORMS 


WINDOW SHEET 


No. | Class no aa | | __ time _| cine __ 
No. ° [Sent [Retta Nc. | Class no. Sent |Retid HNo, | Class no. | eee: ret 
reed i 3) | lé7 | 
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om ied ie | 
2 eS 





No. Specials 


® Late 
No. Reference Room Charges 
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DIVISION OF INDEXING AND DOCUMENTATION 


The work of the Chief of the Division of Indexing and Documenta- 


tion is divided into the following main parts: 


Le 


2. 


Policy. Develops policies and plans for the effective dissemi- 
nation of agricultural information through issuance of indexes 
to the literature, and through other systems for documenting 


published materials. 


Bibliography of Agriculture. Plans, develops, and compiles 
the Bibliography of Agriculture, a comprehensive monthly index 


to the literature in agriculture and its underlying physical 
and social sciences, and prepares it for publication. Coop- 
erates with specialists in the Department in classifying 
references and develops subject headings to be used in the 
index. 

Special Projects. Provides Peano tation and bibliographic 
services in special languages to other agencies under contract 
arrangements. Conducts surveys of current agricultural and 
related scientific publications in special areas, such as 
those received from Japan, Taiwan, Mainland China, North and 
South Korea, with the objective of evaluating and indexing 


oriental materials now in the library. 


This report does not cover policy, but does give a detailed report 


of the following in three distinct sections: 


iue 


The eleven monthly issues of the Bibliography of Agriculture 
(January through November). This consists of a classified 
arrangement of references under the following subjects: (1) 
Plant Science; (2) Soils and Fertilizers; (3) Forestry; (4) 
Animal Industry; (5) Entomology; (6) Agricultural Engineering; 
Gp eAgrrcultural Products: Processing. Distribution, and 


Statistics; (8) Agricultural Economics and Rural Sociology; 
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(9) Food and Human Nutrition; and (10) Miscellaneous. The 
classified section is followed by the listing of: (1) New 
Periodicals and Serials; (2) Translations; (3) USDA Publica- 
tions; (4) State Agricultural Experiment Station Publications; 
(5) State Agricultural Extension Service Publications; and (6) 
Food and Agricultural Organization of the UN (FAO) Publications. 
The last section of each monthly issue (except November) is an 


author index for each issue. 


The December issue of the Bibliography of Agriculture is de- 


voted wholly to a subject index and the cumulated author index 


to the proceeding eleven issues. 


Special Projects -- A brief report on the special projects now 


carried on by this division of the National Agricultural Library. 


Note--Since the Annual Index to the Literature of American 
Economic Entomology was discontinued in March, 1962, no 


report was submitted on this previous project. 


The staff of this division consists of the following personnel at 


the present time: 


Number — Grade Classification Job Description 
it GS 4 Division Secretary 
HE GS 13 Division Chief 


8 GS 3 Clerk-Typists 
i GS 3 Library Assistant 
2 GS 4 Proof Readers 
i eSa5 Proof Reader and Mail Distributor 
v4 GS 6 Clerical Unit Supervisor 
2 GS 9 Bibliographers 
8 3/5 Esra Bibliographers (one works 


(For Bibliography of Agriculture Section) 


part-time for 
other depart- 
ments ) 
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Number Grade Classification Job Description 


(For Indexing Oriental Materials Section) 


1 GS 4 Secretary 
i GS 7 Bibliographer 
iL GS 13 Bibliographer 


The personnel of the Bibliography Section all have assigned 


duties but they also do other duties to help meet the deadlines created 


by the publishing of a monthly publication. The division secretary 
(and even some other secretaries of the Library) "helps out" as needed 
and there is no accurate record of the amount of this work done and by 
whom. 

Due to changes of personnel (especially in the last months) and 
the different rates of speed to accomplish a particular task between 
different people or even the same person at different times, it was 
decided to use the "'standard rate'"' for each job where one has been 
set up. For jobs where no standard has been developed (particularly 
for the Division Chief, Division Secretary, and Clerical Unit Super- 
visor) an average of all available records were used. These standards 
have been developed over a number of years and agree with the accom- 
plishment of each group over an average year's time. As a whole, the 
standards are too high where there is a turnover of help and new help 
has to be trained (typists) and too low where the turnover is slight. 
Most of the Bibliographers have worked on the Bibliography of Agricul- 
ture for 5 to 15 years and exceed their goals by a large margin. 

For rates for this report, the 1961 Bibliography was used as a 
Standard. It consisted of 94,302 classified items, listings in the 
Russian language, and periodicals. 

These 94,302 items were considered a normal presentation. It 
was estimated that there were 188,604 subject matter slips and 122,593 
author slips. The estimated time that is taken for 1961 is added to 


each section at the end of each job description by parenthesis. 
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In addition to the time reported, there were several miscellaneous 
jobs in which there was no accurate breakdown of times as was reported 
as follows: 

The Division Chief reported only 240 hours of his time in the 
preparation of the annual edition of the Bibliography of Agriculture. 
The rest of his time was divided under the three main projects -- 
Policy, Bibliography of Agriculture, and Special Projects, but no 
record was kept as to the distribution. 

The Clerical Unit Supervisor spends a lot of time on the "make-up" 
of each issue of the Bibliography of Agriculture. It was estimated 
that about 25 percent of her time was spent on this and the other 75 
percent on the Supervision and training of personnel. 

The Division Secretary spends about 20 percent of her time for 
each monthly issue on jobs directly connected with the Bibliography 
of Agriculture (sorting, typing, etc.) and 50 percent of her time 
during November and December. The rest of her time is spent on 
correspondence, reports, time reports, etc., either for the Bibliog- 


raphy of Agriculture or Chief of the Division. 


STATISTICS FOR 1961 


Journals received from mail room, 1961: DEV OS9 
Journals rejected by indexers, 1961: oly LAZ 
Journals indexed by indexers, 1961: 26,867 
Subject matter cards, 1961: 188,604 
Journals needing abbreviation cards, 1961: W200 
Reference cards, 1961: 94,302 
Author slips typed, 1961: 2d 9O. 
BOGUS MEOLf Inds Olt for microriim, L96Ts: de 


611 


a . 
a 


a — 











mt RK OK a oe 


A Se ema NLS CRA Mee ne 


7 diTsS HOKLNY 


~*~ 
(OLLVISNVUL 
EXXON D XOX X— HH X-X-X—-K-XK-X NK GL LVI 
a dITS HONuaaae r SHL YOd 
me (OLLVISN VL 


P . CANT TAOu OLN 
9-0-0-0—0-0-0-0~-0~0-0~0-0-9-: 


iy (Mi Chustits YY Of? ; * XaqN1 
kYGNI HOHLY = AS 
7 , "Th ta ‘ 
mb Z—b—b—2—2— 2-2 - 2-2 -Z~2— 4-2 ‘IVONNY YOd SHMUINTUd SHAINTHG Od SuT 
= : caer ee ad k Vai = 
NOLLYOITaNd NOU SLASHS INES AdOv Wes = = ao 
~ i . ) \eeeeenes hm 3 St ae ( THY He Sua a * 
HLSW JO JO ONTAOMHO —— — i} pasha = Od NO SdITs 
HaaOU ¥ 
NOTLISOISIq WY¥d SLNULNOO YOHLIY HiSvd 
£2 


02 


Indexing & Documentation 


MASTER LOGIC FLOW CHART 
pager Lor i 


9" 


paenenicnanstgmenaceeen ..S . : . 
XX KKK —X— HK —K— KK XK ~E—X—X —X~X—X —X—K —X—X—X—K ~X-X—X WX ~X-X ~X—X—XK—X—XK—-X— X-X% —X—) “X-X—=X~—X-~ 


pas 


cnet ee eon eh meen Saey meminaeen = Jer Wend 5 stare Set aap a a ee ee - a (4h 4 EE 


jeal] 
=) 
Y 
Y 
Le 


Tae Fee Se 


CX XX KK ry xx x exex ex xox. | 


I S37 anes 
SONIISTI Guy v 


X4GN1 


Aoctagcernyen 


ry 


ee SHI1s dits SiTIs iourans | RES, Ps 
SiITs NIV FRAY SIGHS ; SIMGHS USLSW HOHLNY MOUd oe souatazer u THANNY UC ma» geet BITIO LOCENG eee Comer Lrvenarestze 

LT wh : x=x < Toyyne yore Z aNY SdiTs S&x 2-4 ¥ NOLvoLlaIssvIMeEZS NOILYOLATSS 
t2- Sir eo NG AAD 5 aa ? eg = Ud S4TIS —— arate SPER Ae 
PiCAKS) /) ORAM) ie OL NO SdIIs ~—— SATIS FONWIad aos dtts eu SELIS WOWISaf oro mitaranr eee ree! Sd TTS = MOaHO CNY @:0-0-o0- dITS FONTS 

. Pe = FONG AL af TONS 7 ‘ 
GLVUWdES ANY aS NORLAY is ' A ONT S La ai eR eae 
SONILSIT @isvd NIV Gisvd Yat AOOud BIL 40 9ITa Yaa WAN ALY yas SONIGVAH DISSNI aden 


Rect 


or St a I at It ot : 


dTIs Loris aNy 


\ 


_ aa 
~ - Rees? Re > 0=0-0-0=0— 
nn ne oe a re re ee = - “ 3 = 0—0-0—-C=-0—-0=-0-0-0-0-0-0-0=-0 -0-0- *+0-0-0-0-0-0—-0-0-0-0-0 
—0—-0- 0-0-0 -0=0-0= 0-0-0 0- 0-0-0 - 0-0 -0-0-0— 0-0 -0- 0-0-0 =0-0-0-0-0-0- 0- 0- 0-0-0 0-0-0 -0-0-0-0- =0-0-0-0-0-0-0-0-0=0-0-0-0=0-0~ 0-0~0~0-0-0-0-0~0—0—0=0-0- 0-0-0 -0=0—0-0-0 -0-—0=0-0=0-0-0-0-0-0-0 © a nA 

ae Rm en 2 rrerrnnenenne mans ene micnagenagiam = > 4 = zeetaes aoe eens ae . = eS Xox-Y_-X—-X_X- x Y=X=aX—3 X-XN-N =X -N=X=X=X=E 
—X—-¥—X—-X—X—KX=-KX—-X—KX-X =X X= XX —X KK KKK XY yyy ix “X—X-¥ —X- X—-Y—-X—y vaya —X—-X—K-K— - - & : xA- X& ~ XX ~—XK— X= XXX —X —K— K— N—X— X—K— K—K — K- X~X=X CX KX KM X MY —-X—K—K—X—) ‘ . 
+ Ti emetiese eden ahiden hate aac ee . a ial . =n” eget = pane —_?, 


Oy - nn peta ta ns : ' . ae of - : . a 7 f 


IMO IME ISL” IL) NG 


WHS 
GHaN LVHI 


SNOLILYOIT 


SHd09 NIHLIM adoo diTs 
‘ ATIN VEO UL a 4 
ATTVOLIAa Td TY ef =5| © ffs, NOLLVOTEISS¥IO Parr ONCE 


QIld a ae 
4 j 4 ¢.-0 Ad GONVUUY < Sra Wa dOOud 
s 








es = rin 


7 





























SECTION I 
Bibliography of Agriculture--1ll Monthly Issues January to November 


Work Flow 


Publications are received directly from the Current Serial Records 
Station where they have been recorded, (classification code) then placed 


on the mail table. 


M 1-SORT AND DISTRIBUTE: 

The mail clerk arranges the publications according to classifica- 
tion number and foreign language by dividing them into seven distinct 
subject-matter groups. Two of the groups are checked by a reference 
clerk for articles on Nursery and Seed Trade Catalogs. The remaining 
publications are delivered to the desk of the appropriate indexer who 
may further subdivide the group to additional indexers. 

Generally, sorting and distributing requires 45 to 90 minutes per 


day. (Estimated time--260 hours). 


July 10, 1953 
LIBRARY MANUAL: B -5, Part 1, Revised 


Subject: BIBLIOGRAPHY OF AGRICULTURE-SCOPE 


The Bibliography of Agriculture is an index to the world literature in 
agriculture and the related sciences received in this Library. For a 
detailed list of subjects covered, see Library List No. 30 Revised, 
Classification Scheme of the Bibliography of Agriculture, or the table 
of contents of any issue. 


Since the volume of publications makes it impossible to index completely 
all publications in this field, certain classes of publications judged 
of less significance than the others are omitted. Material is omitted 
on the basis of 


i” Date 
A. Publications from the United States and Canada bearing 
date more than six months earlier than the date of receipt. 
B. Publications from other countries bearing date earlier than 
one year immediately preceding the month in which they are 
received. 
C. When new subscription is started, indexing of a weekly is 
begun with the current issue. Titles appearing less fre- 
quently are indexed for the last six months. 
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il. Form 
} A. Form of publication 
{ 1. Elementary textbooks. 
- sCourses of ‘study. 
3. Daily newspapers. 
4. Student publications. 
5. County farm bureau papers. 
6. Statistical and organization reports issued more 
frequently than annually. 
ja Repreants Unvess the Orloinal is not im the Library. 
8. Publications marked "Restricted" or "For admin- 
| istrative use" and publications obviously for 
/ internal use. 
| 9. Press releases. 
10. Seripts for radio interviews. 
| Lie =Porms: 





B. Form of Article 

1. Unsigned articles. 

2. Articles signed with pseudonyms, if recognized as 
such, or initials (A few exceptions are made to 
Ens cule )y 

3 News articles with date line. 

4. Columns, 

5. Monthly hints, e.g. "The garden in September". 
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. Editorials even if signed. 

. Letters to the editor except those in certain 
scientific journals where letters are the first 
announcement of the result of research. 

8. Presidential addresses without titles. 
9. Prize papers below college level. 
O. Interviews except in unusual cases. 


. The fur trade after the fur is removed from the animal. 

B. Animals as pets without useful information on care, breeds, 
ete., e.g. "They can be good for each other," dogs as pets 
hor eh i aren. 

C. Experimental physiology and medicine in which horse, dog 

or other domestic animal is used as an experimental animal, 

but the disease or condition investigated does not occur 
naturally in the animal. The fact that research was 
carried on in a medical school is considered prima facie 
evidence that the reference falls in this class. 

Techniques in selling in retail stores. 

Building construction and furniture; limited to materials. 

Textiles; limited to the fiber including spinning and 

treatment of the fiber, but not weaving and finishing. 

General references on conservation of natural resources 

not stressing soil, water, or forest conservation. 

Reports of meetings. 

. Announcements and programs for meetings. 

Catalogs of shows. 








GH 9 Bo 


WV. Treatment 

i opular articles on amateur gardening, horticulture, home 
processing of food, bee keeping, poultry keeping and rabbit 
keeping, which are not in any way significant. 
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iv. Treatment (Cont'd) 
BRP SELer noObes Of hints 1m popular journals. 
C. Success stories, e.g., ''How John Jones makes pullets pay." 
D. Short articles based on personal experience with some 
particular device or method which is not original, e.g., 
iMvyoltttes Ls four years old." 


Ny Length 
. in farm papers, articles less than one page. 
B. In other non-scientific journals, articles less than one 
half page. 


M 2-ANALYZE, CLASSIFY, REFERENCE SLIP, SUBJECT SLIP: 

Each of the bibliographers interviewed indexes journals in selected 
foreign languages in addition to the particular classification which is 
assigned to them. 

The indexers first sort the material to take out the journals not 
indexed in the Bibliography of Agriculture (decision of the chiefs). 
Each article contained in those journals which are retained is indexed, 
provided it falls within the scope of the Bibliography of Agriculture-- 
see Part B-5, Library Manual, under M-1. 

The material is indexed by scanning title, summary, abstract and 
text. For ambiguous title, or titles needing taxonomic explanation, a 
BeaterenoLe 1S appended. Pertinent data is recorded on 3" x 5" con- 
tinous perforated slips Gate cates Sasieet index) and sent to the 
typist for completion of the reference slips. The number of subject 
index cards can vary from 0 to 100, but average between 2 to 3. 

The standard set for indexing is 8 items per hour for English 
text and 4 items per hour for foreign text. Estimate that 55 percent 
is in English and 45 percent in foreign language. (Estimated time is 


16,985 hours. ) = 


M 3-TYPING CONTROL STATION 
After the indexer has made the proper notation on the publication, 
reference slip, and subject slip, all of this material is sent to the 


typing control station. There it is sorted into groups according to 
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classification number and then sorted further into the following groups: 
(1) Circulating (items that are on a routing list or one displayed in 
the reference room); (2) books (any item with a catalogue card); (3) 
rush publication (article needed for an immediate request); (4) pub- 
lication with new abbreviation card (the typist checks all publications 
with an approved abbreviation card file to see if an approved abbrevia- 
tion has been set for that particular publication), If not, the pub- 
lication is sent to the clerical unit supervisor who makes a card using 
the standards set up for this (see next step) and places the material 
back on the file with the new abbreviation card); and (5) non-circulating 
publications (all publications not needed for immediate use). 

Circulating items, books, publications with new abbreviation cards, 
and rush publications are given priority and are placed on the circu- | 
Hating file. 

Non-circulating items are kept in separate groups in several large 
files. These are added to the circulating file when help is available | 
to process them. Literature from the United States and Canada not | 
processed within six months after publication (one year for literature 
received from other countries) is generally not indexed. Exceptions 
are made for important scientific publications which are published | 
regardless of age. 

Fifteen minutes to 1 hour per day is required by one proof reader 


to accomplish this task. (Estimated time--195 hours). 


M 4-ABBREVIATION CARDS FOR PUBLICATIONS THAT NEED THEM: 

The following publications need new abbreviation cards: (1) 
Publications in a series with no catalog card; (2) new publications 
with new catalog cards; (3) new publications with old issuing offices 
which do not match the publication--requires a different author than 
that on the catalog card; (4) composite books made up of several authors 


like symposia; and (5) annual reports that have separate articles that 
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need indexing. The indexer may suggest an abbreviation card, but a 
proof reader or the clerical unit supervisor checks the regulations 
and/or various files for the approved abbreviation. If no improved 
abbreviation is found, one is set up and 3 (or 4) cards are made up 
and distributed as follows: 

1 for typist file--arranged numerically by call number. 

1 for alphabetical file. 

1 for periodical index file. 

1 for Russian file, if Russian publication. 

On the average, it takes about two hours to make five new refer- 


ence cards and from 1100 to 1500 new alphabetical cards are needed 


each year. (The estimated time of 330 hours spent on this project was 


not enough to keep up with the demand). 


M 5-TYPE REFERENCE SLIPS: 

Material to be typed is either placed on the typist's desk or 
taken from the circulating file. it is) siened tor by the: typustand 
the finished work is taken to the proofreading station at the end of 
each work day. 

The complete citation is placed on the reference slip together 
with pagination, map notes, etc. The original reference slip made by 
the typist is used together with notes made on the publication. The 
reference slips are proofread and returned to the typist for correc- 
Eeuons. If —e than two corrections are made on a slip, a new slip 
has to be typed. 

The standard for typing the reference slips has been set at 12 
per hour which includes all necessary corrections. (Estimated time- 


7858 hours). 


M 6-PROOFREAD REFERENCE SLIPS: 


All reference slips are checked with the original publication and 


if corrections are needed the slip is sent to the typist for retyping 


Or correction. All retyping or corrections must be proofread to make 
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sure that all corrections have been made. The circulating and other 
priority publications are proofread first. 

The biological project slips are counted and sent to that project 
for processing. 

The standard for proofreading the reference slip is 35 per hour 
and this includes the proofreading of all needed corrections. (Esti- 
mated time--2692 hours for proofreading and 11 hours for counting the 


biological process slips). 


M 7-ARRANGE BY CLASSIFICATION CODE: 

After the reference slips are typed, proofread, and any correc- 
tions made, the reference cards are arranged by the classification 
code and placed in the file until the list is closed (date when items: 
are prepared for the "make-up" of the monthly issue). 

The standard rate for arranging by classification code is 150 per 


hour for a proofreader. (Estimated time 629 hours). 
FILE TEMPORARILY: 


M 8-ARRANGE ALPHABETICALLY WITHIN CODES: 

After the list is closed, the reference slips are arranged alpha- 
betically within the codes and sent to the indexers. 

The standard rate for arranging alphabetically within codes has 


been set at 150 per hour for a clerk. (Estimated time--629 hours). 


M 9-CHECK REFERENCE SLIPS CLASSIFICATION AND SUBJECT SLIPS 


A final reading is made by all bibliographers as an additional 


check on spelling and typing errors for the reference slips and subject 


Slips and for the classification of the reference slips. In some cases, 


the lists are checked with specific scientists from the field for an 
additional classification check. This additional check helps that 
Scientist keep up with the current literature and helps the indexer 


keep up with current terms and developments in the research field. 
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The standard rate for checking these items is 25 hours per month 
for each major section or a group of smaller sections--nine are re- 


quired. (Estimated time--2475 hours). 


M 10-INSERT HEADINGS AND CHECK CLASSIFICATION AND ALPHABETIZATION 
After the indexer makes the final rating, it is necessary to 
insert headings and to give a final check to the classification and 
alphabetization before it is sent to the tearer. 
This function is done by a proofreader and/or the clerical unit 
supervisor and takes from 37 to 53 hours per issue. (Estimated time-- 


495 hours). 


M 11-SEPARATE REFERENCE SLIPS FROM SUBJECT SLIPS 

The reference slip has to be separated from the subject slips by 
aeolerk, 

The standard rate for this separation has been set at 300 per 


Hour. CEStimated time--314 hours). 


M 12-NUMBER REFERENCE SLIPS AND SUBJECT SLIPS 

The reference slips and subject slips are numbered by a machine. 
The reference slips are sent to the typist for making author slips. 
The subject sips are filed for use in the annual subject index. 

The standard rate for numbering main slips is 165 per hour. 
(Estimated time--571 hours). 


FILE SUBJECT SLIPS FOR ANNUAL INDEX 


M 13-TYPE AUTHOR SLIP 

One slip is made for each author on each reference slip. The 
finished slips are sent to the proofreader. Cards with any errors 
are sent to the original typist for corrections. 

The standard rate for typing author slips has been set at 130 


per hour and this includes the time needed for corrections. (Esti- 


mated time--943 hours). 


619 


a _ 


' 
i. 
4 i 
f 


© 


toe 
+ on te 
: 


a0 ries 
brobtess ae 


br ebra tee 
sot LpO-»Sitk, 


adie 
rig 


og 
tort 


- 
hb I 


a 
& 
3 
3 
: 
+ 
Gf 
a 
& 
a 


Lo 7 = 
anne ee gel = te en Ee BS eS ——— 


—=—=> — —— + _ - : SS eR ag SET SAR II IES 
a nek ae a 





A 








M 14-PROOFREAD AND SEPARATE REFERENCE SLIPS FROM AUTHOR SLIPS 

The proofreader reads the author slips and sends them back to 
the typist for any needed corrections. A new proofreading is made of 
all corrections. As they are read, the reference slips are placed in 
one pile and the author slips are placed in a separate pile. 

The standard rate for this proofreading of the author slips and 
separation of the author slips from the reference slips has been set 


at 200 per hour. (Estimated time--472 hours). 


M 15=-PASTE MAIN SLIPS ON TO MASTER SHEETS | 
The main slips are pasted on to the Master Sheet. The standard 
rate for pasting the main slips on to the Master Sheets has been set 


at six per hour. (Estimated time--431 hours). 


M 16-PASTE LISTINGS ON TO MASTER SHEETS 
After the classification section, each month's issue of the 
Bibliography of Agriculture contains a listing of the following: 
(1) New Periodicals and Serials; (2) Translations; (3) USDA Publica- 
tions; (4) State Agricultural Experiment Station Publications; (5) 
State Agricultural Extension Service Publications; and (6) FAO (Food | 
and Agricultural Organization of the UN) Publications. 
Most of these publications are included in the Classified Section 
and indexed in the author and subject indexes and the slips are made 
at the time of typing. 
There is a lot of time spent on extra sorting of the material, 
pasting on to the Master Copy, and final proofreading that has not 


been reported in the other steps. (Estimated time--200 hours). 


M 17-MAIN SLIPS AND LISTINGS MICROFILMED 
After the text and listings are pasted on the Master Sheets, this 


material is sent to the lending department to be microfilmed. The 
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microfilm copy is used as a check as to what the issue contains while 
the Bibliography of Agriculture is being printed and it would be a 
complete record in case the Master Sheets should be lost or destroyed 
by the printer or in transit. 

An AD-245 is presented along with the Master Sheets and the 


Bibliography of Agriculture is charged for the microfilming. On the 


average, it takes 1 hour each issue to prepare the material for micro- 


filming and check it when it returns. (Estimated time--1l hours). 


M 18-SORT OF AUTHOR SLIPS 

There are three distinct steps involved in sorting the author 
slips. 

The first sort consists of a clerk dividing the slips into sepa- 
rate piles based on the letter of the alphabet of the first letter of 
the authors last name. The standard for this first sort is 1000 per 
hour. On the average, there are 130 author slips for every 100 
reference slips. (Estimated time--128 hours). 

The author slips are then completely alphabetized by a clerk. 
The standard for alphabetization is set at 225 per hour. (Estimated 


time--567 hours). 


The author slips are checked for accuracy by a proofreader or the 


clerical unit supervisor. On the average, it took 30 hours time per 


issue. (Estimated time--300 hours). 


M 19-PASTE AUTHOR SLIPS ON TO MASTER SHEET 


The author slips are pasted on to the Master Sheet. The standard 


rates for pasting the monthly author slips onto the master sheets is 


set at 1.2 per hour for a clerk. (Estimated time--298 hours. ) 


M 20-CONTENTS PAGE AND COVER PREPARED AND HEADINGS TYPED 
Every issue of the Bibliography of Agriculture needs a contents 


page, a changed cover, and the headings typed. This takes a lot of 
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checking and cross-checking to avoid errors. On the average, it takes 
the clerical unit supervisor or a proofreader 18 hours per issue to 


complete this. (Estimated time--198 hours). 


M 21-AUTHOR INDEX MICROFILMED 

After the monthly author index is pasted on the Master Sheet it is 
sent to be microfilmed. This microfilming is done for the same reason 
and in the same way as described for the Main Slips and Listings Micro- 


filmed. (Estimated time--11 hours a year). 


M 22-FINAL CHECKING OF COPY SENT TO PRINTER 

A final check is made of the completed copy of the Bibliography 
of Agriculture before it is sent to the printer. This final check is 
made by the clerical unit supervisor and takes about 6 hours per issue. 
(Estimated time--66 hours). 


SEND TO PRINTER 


M 23-DISPOSITION OF MASTER SHEETS FROM PRINTERS 

(1) The author slips are stripped from the Master Sheets and ieee 
for the Annual Index. 

(2) Translations are stripped and saved for the Cumulative Trans- 
lation List. 

(3) Certain Master Sheets for the main items (reference slips) are 


sent to the departments that have requested them. The balance of the 


) 


Master Sheets are discarded. 
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The following are schedules of work in June and July, 1961, 


required to prepare the August, 1961, issue of the Bibliography of 


Agriculture. 


ration of one issue, 


Approximately 8202 items 


August 1961 


June 
July 
July 
July 
July 
July 
July 


July 
Aug. 


Aug... 


June 


30 
14 
17 
25 
26 
27, 
28 


31 
1°2,3,8 


30 


July 14 


July 17 


SCHEDULE FOR 


Bibliography of Agriculture 


List closed. 
Tearing to begin. 
Numbering to begin. 


Numbering completed. 


This shows the different steps involved in the prepa- 


Vol. 25, No. s 


Authors typéd, proofread, and thrown. 


Authors arranged. 


Authors checked, 


Authors pasted. 


Copy completed. 


STEPS IN PREPARING THE AUGUST ISSUE 


. List closed 


. List alphabetized. 


Rewrites to typists. 


List to Supervisor of Unit. 


e 


SO OO F&F & we 


. List checked. 
AeLEst tOrn. 


List numbered, 


Oo 0 


10. Slips separated as numbered. 
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List to Bibliographers, Reviewed. 


. Rewrites returned to Bibliographers. 


First group--main slips 
Second group--sub ject 
slips 
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July 26 


suLy 27 
July 28 


wuLy 3 
Aug. 1-4 


Aug. 4 


Aug. 21 or 22 


Ld. 
2; 


LS. 
14, 
ILS) 
16) 
dhe 
LSe 
OR 


20. 
on. 
22), 
23. 
24. 
25. 
26. 


27, 
Zor 
29% 
30. 
S\be 


a2, 


$35) 


34, 


Authors typed from main slips. (According to 
Typing Control Sheet) 


Authors proofread from main slips. (According to 
Typing Control Sheet) 


Authors corrected; Main slips ready to paste. 
Main slips pasted. 

Authors thrown. 

Text microfilmed. 

Authors measured. Control sheet made. 
Authors arranged. 


Authors checked. 


Authors pasted. Author index microfilmed. 
Contents page, cover, headings typed. 
Final checking. Copy ready for printer. 
Subjects thrown. 

Subjects measured. Control sheet made. 
Subjects arranged. 


Subjects interfiled. 


Master sheets returned from printer. 
Authors stripped. 
Authors reversed. 


Authors interfiled. 


Certain master sheets are sent to Mr. Warren Shaw, 


U.S. Agricultural Research Service, Weed Investi- 
gations Section of Plant Industry Station, Belts- 
ville. 


Other master sheets are sent to Mr. Lawrence 
Sarbaugh, Office of Information, U.S. Dept. of 
Agriculture. 


Translations are stripped and saved for the Cumu- 
lated Translation List. 


Other sheets are discarded, 
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Regularly, during each month Abbreviations are established for pub- 
lications which are indexed. 


At least 3 cards are made (4 are made for Russian publications) 
1 for typist file - arranged numerically by call number. 
1 for alphabetical file. 


1 for Periodical Indexed file. 
1 for Russian file, if Russian publication. 


A brief outline of the duties of the different personnel working 


on the bibliography of Agriculture is as follows: 


ita BIBLIOGRAPHER 





iu Publications arrive in Bibliography of Agriculture Section. 


Publications are sorted into groups by call number; then distrib- 
uted to Bibliographers. 


i) 


3). Bibliographers sort publications into groups. 
Publications to be indexed. 
Publications to be omitted. 
4, Bibliographers scan publications for articles to be indexed. 


5. Articles are indexed. 


II. . TYPING CONTROL STATION 
i Publications are sorted into groups by call number. 


2, ‘Then by groups ~ Circulating, Books, Rush publications; Publi- 
cations with abbreviation cards; Non-circulating publications. 


5. Circulating items, Books, Publications with new abbreviation 
cards, and Rush publications are given priority and are placed 
on top of each group. 


_ 4. #£=\Non circulating items are kept in separate groups according to 
date indexed. 


5. Typing Control Sheet is marked for groups in which there are no 
publications on a given date. 


mr, TYPIST 
ian Typist signs for each group taken. 


2. Typist types items. Keeps record of periodicals and number of 
items typed. 


oe Takes work to Proofreading Station at End of Work Day 


4, Takes 3 x 5 slip with record of days typing to Supervisor. 
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LV. 


PROOFREADER 


Proofreader reads circulating and other priority publications 
firs te 


Keeps record of periodicals, number of items read, separate 
record of Russian and Checked items, Single checklist items; 


Takes 3 x 5 slip with record of days Proofreading to Supervisor. 
Takes Corréct items to Sorting and Counting Station. 


Returns incorrect items to typist responsible for rewriting. 


SORTING AND COUNTING STATION 


Clerk sorts and counts items. Sorts on lst letter of classifi- 
cation; then on rest of classification. Records number of items 
on slip located at Supervisors desk. This record is useful in 
closing list. 


Clerk puts counted and sorted slips into file drawers until issue 
is closed. 


Sorting and counting is done regularly every few days, and 
daily at end of month. 


List is closed before the 6th. Schedule is made for next list, 
and we start all over again. 


TYPING CONTROL SHEET 


1. Publications are sorted into groups by call number. 


Then in groups - Circulating publications 
Books 
Rush publications 
Publications with new abbreviation cards 
Non-circulating publications 


Circulating items, Books, Publications with new abbreviation 
cards, and Rush publications are given priority and are placed 
on top of each group. 


Non-circulating items are kept in separate groups according to 
date indexed. 


rd 


Typing Control Sheet is marked for groups in which there are 
no publications on a given date. 


2. Typist signs for each group taken. She also takes the file 
of abbreviations for each group. All circulating and other 
priority publications are done before the Non-circulating, 
and the oldest Non-circulating is done first. 


3. Typist keeps record of number of items typed, and the number 
of periodicals. This information is recorded at end of each 
work day on a 3 x 5 slip and is given to the Supervisor for 
the Daily Summary Sheet. 
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Typist also keeps record of each miscellaneous activity and 
amount of time spent on each. This information is recorded 
{ daily on the Typist Form. Separate time is kept for correc- 
tions and List rewrites. This form is given to the Supervisor 
at the end of the reporting period, which is the 5th. The 
form is used as a basis for a monthly report, which computes 
the averages of the typists. 


4, Proofreaders record number of items proofread, and the number 
of periodicals, with a separate count for the number of Russian 
and Checked slips, and Single checklist slips. This informa- 
tion is given to the Supervisor daily for the Daily Summary 
Sheet. 


The Daily summary sheet is useful in many ways, and especially in 
adjusting the activities of the Section. It is known how many items 
have been typed for the next issue; how much of a backlog of items to 


Project; how many items are available for routing to the Special Project. 


| 
| 
| 
i 
be proofread; how many Russian items and Checked items are at Special 
| 
] 
| 
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SECTION II 


Bibliography of Agriculture--December Subject Index and cumula- 


tive Author Index. 


The December issue of the Bibliography of Agriculture consists 
of a Subject Matter Index and an Accumulative Author Index for the 
year. In the preparation of the monthly issues, subject matter slips 
are made for this edition. The author slips used from each monthly 
issue (no author index in November issue as these slips are needed 
for this, the December issue) are placed with the authors of material 
for the November issue. 

The author slips and subject slips are interfiled monthly until 
the time work begins on the December issue (last part of September). 
The rest of the work on this issue occurs along with the work on the 
October Issue, November issue, and part of the January issue, in 
addition to the time that would normally be spent on a December issue. 

Since it is a rush job with a lot of deadlines, everyone in the 
Bibliography of Agriculture Department (along with anyone else in the 
Library Department that has some spare time) works on this edition in 
whatever position is needed at that time. Since it is possible for the | 
personnel to be working on several different steps at one time and 
because some of the workers (secretaries from other departments of the 
library, etc.) do not keep an accurate account of the time spent on 
Specific jobs, it is hard to give specific goals for the work done 
on the annual issue. In the past, the workers on the Annual Index 
to the Literature of American Economic Entomology helped out on this 
annual issue of the Bibliography of Agriculture. 

For this annual edition, only the people interviewed for specific 
jobs were listed. For some of the positions one or more different 


types of personnel were used as available. 
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A 1-FILE OF SUBJECT SLIPS 
Each month the subject slips from that issue of the Bibliography 


of Agriculture is filed by a clerk until that issue has been sent to 


the printer. (Estimated time--11 hours). 


A 2-SORT SUBJECT SLIPS 


After the monthly issue has been sent to the printer, the subject 
slips are separated, given a first sort, and then alphabetized. 

For the 94,302 references listed in the 1961 Bibliography of 
Agriculture, it was estimated that there were 188,604 subject matter 
slips. 

The standard for tearing the entries apart has been set at 300 


per hour. (Estimated time--627 hours). 


The standard for the first sort (alphabetical for the first letter 


of the subject) is set at 1200 per hour. (Estimated time--156 hours). 
The standard for the alphabetizing of the subject slips is set at 


200 per hour. (Estimated time--943 hours). 


A 3-INTERFILE SUBJECT SLIPS 
After each months subject slips are sorted alphabetically, they 


are interfiled with the subject matter slips of the previous months of 
that year's issue and stored until the last part of September. 
The standard for interfiling subject slips has been set at 200 


per hour, (Estimated time--943 hours). 


A 4-REVIEWS ALL SUBJECTS IN ALPHABETICAL ORDER 

About the last week in September, the indexers go through all 
the subject matter slip files to see if the slips are filed in their 
correct alphabetical order and to see if the right subject matter 
headings were used. Subject matter slips filed for issues published 
after this date are filed in an upright position so that they can be 


reviewed by an indexer later. (Estimated time--694 hours). 
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A 5-ADD CROSS REFERENCES 
During the year, a card file of cross references is kept (a record 
of material filed under a different subject). These consist of SEE 
(when a subject might be looked for under either of two headings, one 
is selected as a heading and a cross reference ''SEE'' card is made for 
the heading not chosen) and SEE ALSO (references made from a subject 
heading in use to related subject headings also in use by means of a 
"SEE ALSO" card). In October she goes through the list for a final 
check as to what is needed in that yearly edition, and then checks 
through the lists to see that the proper cross references have been 


used. (Estimated time--46 hours). 


A 6-TYPE IN STRIPS 


After all subject slips are reviewed and cross referenced, the 
typist types the subject slips on strips. The standard for this 
typing of slips has been set at 250 index slips per hour including 


corrections (step A 9). (Estimated time--582 hours). 


A 7-PROOFREAD 

After typing in strips, the strips are proofread by a team of 
two--one indexer and one clerk. It is much easier for two people to 
proofread and they can do a much more accurate job. The indexer gets 
an additional review of all subjects and can make an instant decision 


when any errors are found. (Estimated time--471 hours of indexer 


time and 471 hours of clerk's time). 


A 8-CHECK BY DIVISION CHIEF 


After the strips are proofread by the Indexer and a clerk, the 
division chief looks over the material to see if the subject matter 
heading can be combined or improved, etc. (Estimated time--240 


hours). 
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A 9-TYPE ALL CORRECTIONS 
After all the subject matter slips are proofread and checked, 
the errors are corrected by a typist. The standard of 250 index 
slips per hour includes the typing (step A 6) and correction (step A 9). 


(Estimated time--172 hours). 


A 10-FINAL CHECK 
After the typing corrections are made, two people go over the 
corrections and make a final check of the strips of subject matter 


slips. (Estimated time--161 hours). 


A 11-FINAL CORRECTION OF SLIPS 
After the final check, all corrections of the strips of subject 
matter slips are made by a typist or clerical unit supervisor. (Esti- 


mated time--120 hours). 


A 12-"MAKE UP" OF PAGES AND TYPE CONTINUED HEADINGS 

The clerical unit supervisor or one of her assistants "Make Up" 
the subject index pages by cutting and measuring the strips that go 
on the pages. Continued headings have to be typed as needed. (Esti- 


mated time--70 hours). 


A 13-PASTE THE MASTER SHEETS 

After the subject index slips have been cut and measured to fit 
the page and the continued headings typed, the master sheets are 
pasted by the clerical unit supervisor or her assistant. (Estimated 


time--60 hours). 


A 14-FINAL CHECK OF PAGES 
One or more of the indexers make a final check of the pages of 
the subject matter index before it is ready for press. (Estimated 


time--41 hours). 
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A 15-MAKE ALL FINAL CORRECTIONS 

The clerical unit Supervisor or her assistant makes all correc- 
tions found by the Indexer in the Final Check and makes sure that the 
subject matter index is ready for printing (except for the numbering 
which has to be done after the author pages are completely numbered). 


(Estimated time--30 hours). 


A 16-FILE OF AUTHORS STRIPPED FROM MONTHLY MASTER SHEET 
Each month the author slips are stripped from the Monthly Master 


Sheet and filed until they can be reversed and interfiled. (Estimated 


time--30 hours). 


A 17-AUTHORS REVERSED 

Each month the author slips are reversed so that they can be 
interfiled more efficiently. This is usually done by the mail clerk, 
division secretary, or other secretaries in the library department. 


(Estimated time--120 hours). 


A 18-AUTHORS INTERFILED 

After the author slips are reversed each month, they are inter- 
filed with the previous months' slips for that year until the work 
begins on the annual issue the last of September. The bulk of this 
is done by the mail clerk, and division secretary, but part of it is 


done by the clerks. (Estimated time--555 hours). 


A 19-CHECK FOR CORPORATE AUTHOR 
One or more of the indexers go through the author files in 
September to check for corporate authors and designate which part of 


the corporate author reference should be used as an author. (Esti- 


mated time--50 hours). 


A 20-MAKES NECESSARY CORRECTIONS 
A typist goes through the author slips to correct the errors 
found by the indexer, particularly on the corporate author slips. 


(Estimated time--80 hours). 
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A 21-COMBINE OCTOBER AND NOVEMBER AUTHOR SLIPS WITH OTHERS AND CLIP 
CORPORATE AUTHORS THEY INTERFILED 


The author slips for the October issue are back from the printer 
about the same time the November author slips are ready for use (the 
November issue does not have an Author Index as this would hold up 
the Annual Issue while it was being printed). The corporate authors 


are added to these author slips and they are then interfiled with the 


other author slips. (Estimated time--174 hours). 


A 22-CHECK OF ALL CORRECTIONS AND ADDITIONS 
| One or more of the Indexers make a check of all of the typists’ 


corrections and additions. (Estimated time--50 hours). 


A 23-FINAL CORRECTION OF AUTHOR SLIPS 





i The clerical unit supervisor or her assistant types up the correc- 
tions found by the indexers and also gives the material a final check 
of her own to see that the author slips are ready for pasting. (Esti- 


mated time--20 hours). 


_ A 24-CRISS CROSS FOR PASTING 


The author slips are made into piles for a given last name and 








are separated from the next alphabetical last name by crisscrossing 
_ the pile. They may or may not be alphabetical for the first and 


second name of the author for that given last name. (Estimated time-- 


164 hours). 


_ A 25-PASTE SLIPS TO STRIPS AND CHECK ALPHABETIZATION 





The author slips are pasted on to long strips. Special care is 


taken that they are in the right order alphabetically down to the 


Initials of the first and second names, (Estimated time--529 hours). 


A 26-CUT OUT AUTHORS THAT ARE ALIKE AND CHECK FOR ERRORS 
One or more of the indexers go over the author strips to cut out 
authors that are alike. The slips are checked alphabetically and 


| Numerically and needed corrections are sent to the typist. (Estimated 





| time--60 hours). 


634 


Ht 









ha aden" 


ave 


AICHTUA BTAS 


y 


hs. 


a 





ta ‘soote, 


A 


/? 
i 


0% 


ie 5 


a 


La 


ws 


fs soi 3G 
amg 


i. “ _ ‘ 
v , . a r 4 
- J > , —-_ c rd fi 7 
. ~ ad « ‘= . P~ « 
{ * & ' oa * 44 ‘~e 
4 m ~ : ‘ a : 
° 4 7 ~~ ‘ 
’ > — * 
a a c2 . : _—" - = om — - e ™~ “i “> 
rey > va — q t: 4 s = ~ 
- a -“~ "I - - 
“ 9 f 7 
- a rn ri ; ‘5 
> . & : - 
< ey 
~ , ~ “ -< a 7 
~ < . nd y=. 
_ ou = ~ “ 4 ‘ Loe 
- a) 7 
“ z 
- nw 


_ 


a & | | 


4 


dl 
ee: 
'aAg 
hy : 


; 
a 








A 27-CORRECT AUTHOR STRIPS 
The clerical unit supervisor or one of her assistants correct 
all errors found by the indexers and gives the strips a final proof- 


ing before the pages are made up. (Estimated time--102 hours). 


A 28-MAKE UP OF PAGES AND ADD PAGE NUMBERS 
| The clerical unit supervisor or one of her assistants makes up 
the author index Master Pages. The page numbers are added at this 


_ time. (Estimated time--96 hours). 


A 29-ADD CONTINUED HEADINGS 
The clerical unit supervisor or one of her assistants add the 


continued headings to the master sheets. Space for these continued 





headings was allowed when the pages were made up (Step 28). (Esti- 


| mated time--43 hours). 


A 30-ADD PAGE NUMBERS TO SUBJECT MASTER SHEETS 
. After the author Master Sheets have been numbered, the Subject 
Master Sheets can be numbered as they follow the author section. 


(Estimated time--5 hours). 


A 31-FINAL CHECK OF ALL ERRORS 

The clerical unit supervisor or one of her assistants makes a 
final check of both the Subject Master Sheets and Author Master Sheets 
| for all errors and completes the table of contents. (Estimated time-- 


29 hours). 


A 32-MICROFILM 


After the annual issue is complete, it is sent to be microfilmed 


(in the library) to have a complete record in case the Master Sheets 
should be lost by the printer or in transit and as a check as to what 
it contains while that issue is being printed. 

The same AD-245's are used as those described for the microfilm- 


ing of the monthly issues. (Estimated time--2 hours). 
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A 33-TO PRINTER 





DA 34-RETURN OF MASTER SHEETS 


After all the described steps are completed, the annual issue is 





“sent to the printer. After printing, the material is returned to the 

f 
“Bibliography of Agriculture where it is checked with the pelea Copy. ( 
“When it has been established that the Master Sheets no ienee are 


needed, they are destroyed. (Estimated time--5 hours). 
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